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® Preface 

One of the great needs of the business world 

to-day is to find those who can indite a good busi- 

<? ness letter, cordial in tone, correctly punctuated 

and expressed in clear unmistakable English ; for 

^ it has been only in recent years that business men 

have begun to learn the value of good letters as 

business getters. 

As has been tersely put, " good letter writing is 

J on art, a profession of itself ; and yet there is very 

; little training on the part of the business man — he 

3 grows into it." 

- Sometimes growths of this kind are slow and 

exceedingly laborious. When a guide for general 
propriety in the conduct of one's correspondence 
can be obtained many moments of worry may be 
saved and much direct good done to one's business 
or profession. 

This little volume is not intended to be an 
exhaustive treatise upon the subject of Business 
English, desirable as that may be, but is designed 
rather to furnish the simple rules of action and 

3 

249506 



4 PREFACE 

give copious illustrations selected from actual cor- 
respondence as to the best usage or styles to be 
followed or avoided. 

It is a reference only, but as such it is hoped 
that it will prove stimulating and productive of 
greater originality, and be successful in getting 
more of the personal touch into business communi- 
cation, a thing so lacking yet generally desired. 

When we reflect upon the truth of the state- 
ment that three-fourths of the writing we do after 
leaving school is in the form of letters, we should 
take especial care to learn how to write letters 
proper in form and skilful in expression. 

The tendency of modern business to depend 
more and more upon the mail for the marketing 
of goods, has put tremendous importance upon 
adequacy of expression in business letter writing. 
If the medium be faulty one cannot expect the 
fullest measure of success in the conduct of the 
enterprise. The ability to make written exposi- 
tion in direct, cogent and simple English, with the 
observance of proper form, is the end aimed at in 
this book. 

C. O, A. 

Philadelphia. 
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CHAPTER I 
ARRANGEMENT OF THE LETTER 

A business letter does not differ materially in 
construction, from letters for other purposes. - In 
the number and arrangement of its parts it is like 
the form used in social correspondence. But in 
its phraseology, its subject matter, it is often 
radically different. 

The recognized parts of a business letter are : 

(a) The Heading. 

(b) The Introduction. 

(c) The Salutation. 
Id) 



(d) The Body. 

(e) The Form of Closing. 
) The Signature. 
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That which we here style the introduction is 
sometimes known as the name and address of the 
firm or person to whom the letter is written. As 
to the place it shall occupy, before the salutation 
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8 BUSINESS LETTERS 

or after the close of the letter, is a matter of 
opinion. The general concensus puts it before 
the salutation in strictly business writing. When 
used after the letter, toward the left, on the lines 
below the signature, the letter appears rather less 
formal than in a strictly business presentation. 

When the writing is by hand it is essential that 
neatness, legibility and correct spelling be observed. 
The importance attaching to their observance is 
incalculable. Not a business house or office but 
still desires neat, accurate and ready penmen. If 
then one can combine these qualities with clear 
and forceful expression, he is excellently equipped 
for a start in business life. 

This implies thoroughness in the mastery of the 
details of correspondence, a quality absolutely 
essential. 

The increasing and general use of the type- 
writer has emphasized the necessity for observing 
with greater care the form or arrangement of 
letter writing. Errors, whether in arrangement, 
punctuation or spelling, are more glaringly set 
out by its use, where they might go unnoticed in 
hand-written communications. 

The following letter will serve to illustrate the 
arrangement, showing also correct punctuation : 
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(a) Trenton, iiT. J.> January 25 y 1910. 

(h) Messrs. Hill & Edgewood, 
190 Nassau Street, 

New York, N. Y. 

(c) Gentlemen: 

We wish to acknowledge receipt 
of your favor of recent date, inquiring for 
prices on various items illustrated in the 
January " Suggestions." The matter has 
been referred to the departments in- 

(d) terested, and they will advise you as to 
the prices. 

These goods are all fast sellers, and we 
feel confident that if you place an order 
for them, you will be well pleased with 
the result. 
(e\ Yours very truly, 

) George F. Baker & Co. 

By H. W. Patten. 



&. 



(a) The Heading 

The heading is absolutely essential and consists 
of the address and city from which the communi- 
cation is sent, with the date. There is no hard 
and fast rule as to the number of lines which it 
shall occupy ; this may be from one to three lines, 
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depending upon one's sense of arrangement and 
the size of the heading. 

When not in printed form it usually is placed 
as in the illustration at the upper right hand 
corner of the paper. Very often the address is 
written after the signature, but this is not accepted, 
unless it be for a specific purpose, as indicating 
how a shipment is to be made. 

Observe that the heading should never begin 
at the left hand margin of your paper. It is some- 
times placed in the centre at the top of the sheet. 

Care should also be taken to punctuate correctly. 
Items should be separated by a comma with a 
period at the end of the full statement, but in no 
case should a comma be used between the month 
and the day of the month, as " Jan. 25th," or 
18 th June, — or between the word street and the 
name thereof, or between the name of the street 
and the number, as in " 1209 Bellevue Ave.," or 
" Bellevue Avenue." 

In the case of streets which are expressed 
numerically we should carefully avoid confusion 
by writing the number of the house and the char- 
acter representing the street, as "111 First St.," 
when it is clearly proper to write " First " in full 
instead of using the character " 1st " ; when, how- 
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ever, an indication is made as to whether the 
street is East or West the numeral may be used, 
as " 20 W. 18th St." Sometimes a dash or comma 
is used to separate them, but the foregoing is the 
preferable usage. Adding " st," " nd," " th " after 
numerals is not necessary. 

It is likewise preferable to write the name of 
the month out in full. Thus, " February 27, 1911 " 
or "Feb. 27, 1911" is decidedly preferable to 
"2/27/11." And what is equally important, 
the date never should be omitted. The reason 
for this is too evident to need comment. 

(J) The Introduction 

In a business letter it is the usual practice to put 
the name of the person to whom you are writing, 
or addressee, at the top of the letter, beginning the 
name close to the left hand margin line. The 
margin adds dignity to the appearance of your 
correspondence, and should never be less than a 
half inch — an inch being preferable. 

If possible the introduction should occupy three 
lines, the name of the person addressed, followed 
by the street and number, indented one-half inch 
or five points on a typewriting machine, followed 
by a third line, similarly indented, giving the 
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name of the city and state. Should it so happen 

that the state is put on a separate line it is better 

form to write it in full, rather than to abbreviate. 

Indenting is largely a matter of taste, but is quite 

universally practiced. Some correspondents are 

urging the flush-line arrangement, which while 

not improper has not the approval of the majority 

of the leading correspondents; it is used as 

follows : 

Mr. John T. Simpson, 
993 Chestnut Street, 
Philadelphia, Pa. 

A title should always be placed before the 
name of a person or firm, as " Mr." " Mrs." 
" Messrs.," but one should never use double titles 
as "Mr. William Long, Esq." Should the cor- 
poration or firm be known with the prefix " the," 
no title need be used, as in " The Bernstein 
Mfg. Company." 

A comma should be used after the name of the 
person or firm and after the street, with a period 
after the completion of the introduction. 

(c) The Salutation 
This should start immediately below the intro- 
duction or on a line directly beneath the first 



BUSINESS LETTERS 13 

character of the first line of the introduction. 
The salutation should never be indented. It is a 
common error to write the salutation thus — 

Mr. Chas. C. Johnson, 
1400 Columbia St., 
. Philadelphia, Pa. 
Dear Sir : 

The correct method of placing the salutation 
is given in the letter given on page 9. It is 
an evidence of lack of knowledge of business 
usage to write it in the manner indicated above. 
The introduction always should be indented and 
the salutation brought back to the margin. 

The rule regarding punctuation and capitaliza- 
tion of the salutation is, to use a colon when formal^ 
a comma when informal and to capitalize the first 
and last word ; thus, " Dear Sir : " " Dear Friend," 
though to use the phrase "Dear Friend" in a 
business letter is regarded as vulgar. No first- 
class firm would ever use it. In capitalizing, thus 
" Dear Sir," " My dear Sir," etc. 

The salutation "Dear Sir" when addressing 
but one person is universally agreed upon as 
proper. When addressing a firm or corporation 
"Gentlemen" is conceded to be the more de- 
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sirable. " Dear Sirs " is becoming obsolete. 
When several individuals are specifically men- 
tioned, however, " Dear Sirs " is the preferable 
form. Ladies in business are always properly ad- 
dressed as " Dear Madam." 

(d) The Body 

The body of the letter should begin immediately 
below the end of the salutation, as though the 
matter were continuous. Sometimes printed letters 
show the first paragraph indented equally with 
succeeding paragraphs. While this seems good 
usage among printers, it is not so with cor- 
respondence. 

The body has to do with the subject matter, the 
phraseology, of the letter. There should be a 
conscious attempt to balance up the paragraphs so 
that the general appearance of the letter is pleas- 
ing. For instance, in writing a short letter one 
should make the margins more generous than in 
one covering a full page, so that instead of four or 
five lines spread across the page we get ten or 
twelve lines compactly grouped in the centre. 

The letter should be carefully divided into 
paragraphs, each dealing with a separate subject. 
Not only is it* correct usage to do this, but it 
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greatly aids those having to handle letters dealing 
with several matters. 

After the first paragraph the second and sub- 
sequent paragraphs should be indented uniformly 
with relation to each other. Each paragraph 
should be indented about three-quarters of an 
inch or eight points on the machine when the 
salutation does not exceed eight points, as in 
writing Dear Sir. But when an inch or ten points 
are exceeded by the salutation, then a much 
better balance will be found by indenting uni- 
formly at one inch or ten points. 

(e) The Form of Closing 

This is sometimes known as " the complimentary 
close." It is the formal completion of the letter, 
usually " Yours truly," " Very truly yours," or 
" Truly yours." To use " Kespectfully yours " 
is an acknowledgment of decided superiority on 
the part of the one to whom you are writing and 
is for business purpose passing out of use. 

The use of distinctive phrases, such as "Cor- * 
dially yours," " Faithfully yours," etc., is to 
indicate the existence of relations of marked 
friendship; it is rather unwise to assume too 
evident a mark of personal relation when dealing 
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with strictly * business matters. It would be 
decidedly inappropriate to use such terms and 
"Sincerely yours" if signed by a corporation 
name. The judgment of the writer will govern 
such a situation to a great degree. The rule 
covering punctuation and capitalization in closing 
is to i/rwa/riably close with a comma, and to capi- 
talize the first word only. 

(/) The Signature 

Care should be exercised that so far as possible 
the signature of the person writing the letter 
should always be hand written and in ink. 
Never use a typewritten signature, except it be 
a corporation or firm name, which should be 
followed by the full signature or initials of the 
writer, preceded by " Per " or " By " ; as 

Pinooleum Mfg. Co. 
By William A. Haumman. 

It is quite necessary that all contract letters 
should be signed in ink when personal, and in the 
case of companies the names are best stamped or 
typewritten followed as above by the name of an 
individual in ink. 

The only other thing which can follow after 
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the signature relative to the body of the letter 
would be a postscript, the use of which is to be 
condemned. 

Sometimes writers will employ them to forcibly 
bring a particular matter to the attention of the 
recipient of the letter, in which case it is proper to 
precede the phrase with the capitals " P. S.," the 
postscript to be followed with another signature, 
usually the initials of the writer, without the use 
of a second complimentary close. 

It is customary for the person who types a 
letter to put his or her initials at the bottom, on 
the left side. Over these initials are often placed 
those of the person who dictated the letter. Thus, 
if dictated by James P. Burns and typed by Mary 
L. Somers this would appear at lower left side of 
the letter : 

JPB 
MLS 

This fixes responsibility for errors; it is also 
often a matter of some importance to the recipient 
to know who has dictated the letter. 

A Rubber-Stamp Discourtesy 

There seems to be a growing habit among 
American business men to employ a rubber stamp 
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on letters mailed in the writer's absence— such 
phrases as " Dictated, but not read, by Mr. Blank," 
or "This letter is dictated by Mr. Blank, and 
mailed after he left the office." It is usually in- 
serted near the phrase " Yours very truly," " Yours 
sincerely," etc., and would seem to convey the 
idea that the signer is a very busy man. 

It is his own fault if he gives the impression that 
he is too busy to attend properly to the business be- 
fore him. If the phrase is intended to relieve the 
writer of responsibility for inaccurate statements, 
it must fail, for a firm is responsible for the acts 
of its employees. The practice is cumbrous, use- 
less, and discourteous, and can only tend to weaken 
the confidence of correspondents in the writer or 
his firm. 



CHAPTEK II 

HINTS AS TO THE WORDING OF THE LETTER 

While it is important that a letter should con- 
form to the best usage in the form or arrangement, 
it is relatively less important than the wording 
in the body of a business letter. 

This can be acquired and mastered only by 
attention to the elements of the text. It is 
particularly true in matters pertaining to business 
that the writer should be brief, clear in expres- 
sion, terse, exact, complete in statement, coher- 
ent, methodical and courteous. Therefore, it 
matters not what the outward form may be, 
if it does not show a proper appreciation of the 
qualities just stated, it is faulty. 

Bkevity 

" Be Brief " is the dictum found in every well 
regulated office. But sometimes it is practiced to 
such a degree as to be uncouth. Business houses 
have not the time for verbose letters. On the 

19 
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other hand to use vague expressions in the hope of 
avoiding redundancy or overstatement, frequently 
leads to the feeling that the writer is not well 
educated. 

Thus, such expressions as u Gents," " Yours at 
hand," " Yours," " Yrs. respect.," " Yours received 
and would say," are glaring crudities. To use 
abbreviated words and curtness of this character 
is a mistaken brevity. Brevity, like all good 
qualities, may be overdone. There must be in 
addition grace and finish to the matter which 
gives a sense of satisfaction when the recipient has 
finished his reading. 

Thus: 

(A) 

MillviUe, N. J., Aug. %0, 1911. 

The Business Man's Pub. Co., 
1170 Broadway, 

New York City. 
Gentlemen : 

Find one dollar enclosed for your 
magazine. Send premium also. 

Yours truly, 
Andrew Smith. 

We cannot but feel the insufficiency and haste 
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in such a letter and its very evident briskness 
and haste. It may have saved the author a few 
minutes, at the same time it adds considerably to 
the time the publishing company must consume 
in the endeavor to adjust the matter to the satis- 
faction of the intending subscriber. 

Terseness 

With grace and finish added this letter assumes 
more complete form. It is terse, but not un- 
pleasantly brief. How much more satisfactory 
the letter appears written thus : 

(B) 

128 Vandeveer Avenue, 
Millville, N. J., Aug, 20, 1911. 

The Business Man's Publishing Co., 

1170 Washington St., 
Boston, Mass. 
Gentlemen : 

In response to your offer in 
" Moody's Magazine " of July, I enclose 
herewith a Postal Money Order for One 
Dollar for one year's subscription to 
"The Bookkeeper." Have the sub- 
scription begin with the September num- 
ber. 
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From the prizes you offer please 
send " Small Talks About Business " by 
Pemberton. 

Yours truly, 
Enclosure. Andrew Smith. 

There is no legitimate purpose served by the 
use of absurdly abbreviated forms. A matter too 
unimportant to demand proper treatment is not 
of sufficient proportion to command the respect of 
a business man. The good old rule, " What is 
worth doing at all is worth doing well," applies 
here. Terseness is brevity plus grace and finish. 

Clearness 

Clearness is unquestionably the most important 
element in good business writing. Before you can 
write properly you must have clearly defined in 
your own mind your own attitude toward the 
matter. The facts must be well marshaled, 
arranging them in the order of their relative im- 
portance, and discussing each subject in the 
simplest and most direct manner possible. 

Prof useness of expression is unnecessary. Say 
what you mean, say it clearly, and say it only 
once. 
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Coherence 

This is one of the qualities frequently lacking in 
business correspondence. It can best be secured 
by dealing with but one thing at a time. No 
irrelevant matter should be introduced. If you 
are compelled to treat of several matters they 
should be discussed in separate paragraphs, each 
complete in itself. And in answering a letter 
which presents several subjects it is best to take 
them up in the same order as they appear in the 
original letter. 

It is very annoying to spend time in disentan- 
gling and rearranging subjects which the writer 
has not properly put together. 

As an example of an incoherent letter which 
also shows improper arrangement as to salutation 
take the following : 

(A) 

Dear Sirs, — Your order No. 7403 
is to hand for five .one-piece sinks, which 
we understand are to have the cock 
holes drilled 3-1/2" centre to centre, 
and we also understand that we are to 
send 6 double fuller cocks for these 
sinks. 

Would state that we are very much 
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behind on our orders for one-piece sinks, 
but we will get these out for you early- 
next week, probably about Tuesday. 

Should we not understand this order 
correctly we would kindly ask you to 
advise us at once. You might wire us at 
our expense if we do not understand the 
order correctly, but if the sinks are to be 
with 3-1 /2" centres there will be no use 
telegraphing us. 

You will notice that our catalogue states 
that we manufacture the sinks with 8" 
centres and 3-1 /2" centres, and were it 
not for the fact you order the double 
fuller cocks to go with the sinks we 
would understand that you desired 8" 
centres. 

Yours truly, 

The salutation should be margined, and a 
colon used instead of a comma, while the body 
of the letter should begin on the line beneath the 
salutation, as shown in the illustration on p. 9. 

As to subject matter : There is a too frequent 
use of the word " understand." After the writer 
has stated in his first paragraph his understanding 
of the order he says in the second paragraph that 
the factory being behind in its orders may cause 
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delay in shipment. In the following paragraph he 
reverts to his first subject with a closing paragraph 
explaining how the order does not agree with the 
catalogue. Evidently the original letter to which 
this is a reply was also faulty in construction, and 
not clear, but there was no reason for the answer 
to repeat these faults. 

Would not the following be a more coherent 
and satisfactory statement of the matter ? 

(B) 

Dear Sirs : 

Your order No. 7403 has been re- 
ceived for five one-piece sinks, which we 
understand are to have the cock holes 
drilled 3-1 / 2" centre to centre and 
be fitted with six (6) double fuller 
cocks. 

Question having arisen as to whether 
this is the exact meaning of your order 
may we call your attention to our cata- 
logue, which states that we manufacture 
the sinks with 8" and 3-1/2" centres. 
Were it not for the fact that you order 
the double fuller cocks we would take it 
that you wish the 8" centres. 

If we have not correctly interpreted 
the order please wire us at our expense. 
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It will be difficult to make shipment 
earlier than Tuesday of next week, how- 
ever, as we are very much behind on our 
orders for one-piece sinks. 

Thanking you for the order and solicit- 
ing your further favors, we remain 

Yours truly, 
The Pittsburg Iron Works. 

F.H.C, 



Completeness 

A letter with its answer should make a com- 
plete record of the transaction with which it 
deals. Every business house keeps a file or other 
record of its correspondence. It is obvious there- 
fore that incompleteness of statement very seri- 
ously handicaps an employer in getting a clear 
understanding of a given situation. If the records 
do not fully show the transaction they may be of 
no avail in case of dispute. Instead of a help they 
may prove a positive waste of time and unneces- 
sary expense to an employer. In the making 
of contracts by letter, for instance, it is quite 
important that all the facts be thoroughly pre- 
sented. 
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The following is a good example of an incom* 
plete letter : 

(A) 

Philadelphia, Oct. 25, 1910. 

Mb. M. Silverman, 
Dear Sir : 

Thanks for check rec'd. 
Yrs., 

T. H. Blackman. 

Following is the letter in complete form : 

(B) 

{Heading) 

Philadelphia, Oct. 25, 1910. 
Mr. M. Silverman, 

(Address should be here) 
(City) 
Dear Sir : 

Please accept our thanks for your 
remittance of seventy-five ($75.00) dol- 
lars by check for your bill of September 
28. 

Yours truly, 

T. H. Blackman. 

This states the amount of the check and the 
specific bill which it is intended to pay. You can 
well see how important this would prove in case 
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of dispute, especially when the customer gets bills 
of various amounts at different periods. If it 
were a payment on account the letter should in- 
dicate this and not mention a bill of any specific 
date. 

Exactness 

This is a quality closely related to complete- 
ness, and frequently lacking in business letters. 
Exactness means merely attention to detail. For 
example, all letters should be dated and the place 
of writing be noted. Exactness demands that the 
name of the addressee should be correctly spelled 
and written as he usually signs it ; that the writer 
himself should give his full name, and always in 
the same way, in order to avoid confusion ; the 
exact position one holds, whether as agent or ex- 
ecutor, for instance, should be clearly stated. 
This latter requirement is especially important 
because the one signing a contract, for example, 
holds somebody to liability in case of non-fulfil- 
ment. If the signer's character as executor is not 
evidenced he becomes personally responsible. The 
proper courtesy or mark of distinction should be 
accorded the addressee. If an enclosure of any 
character is made, as a check, money order or 
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draft, the amount and purpose should be noted ; 
if appointments are made the time and place 
should be carefully noted. As a matter of fact, 
everything that goes to make fully intelligible the 
purpose of the letter should be observed, and the 
letter carefully read before it goes out. 

• 

An Inexact Letter 
Below is an illustration of an inexact letter : 

(A) 

St. Louis, Mo., Oct SO 1909 
Oscar H. Sumner 

D Sir 
Ship 10 Boxes Taffy 25 Bbs Each at once 

And obi 
J. F. Carter & Sons 

Note that the period does not appear after Oct. 
in the date, nor after 1909. The introduction is 
not punctuated, nor is the address and city given. 
The salutation is not in proper position, is not 
correctly written, and is not punctuated. The 
body of the letter is not properly placed, and is 
insufficient, as there may be several grades of taffy 
and of different kinds. The letter throughout 
lacks style, courtesy, exactness and completeness. 
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An Exact Lkttkk 

■(B) 

St. Louis, Mo. 9 Oct. 00, 1909. 
Mr. Oscar H. Sumner, 
5229 Germantown Ave., 
Philadelphia, Pa. 
Dear Sir: 

Ship ten (10) Boxes New England 
Peanut Taffy, 25 lbs each, at once, via 
Penn'a R. R., and oblige 

Yours truly, 

J. F. Carter & Sons. 

Note here the correct punctuation, the adequacy 
of the introduction and the specific kind of taffy 
which is now indicated, with the further informa- 
tion as to how it is to be shipped. This will aid 
in avoiding delay. 

Method 

A logical, coherent arrangement of ideas and 
attention to detail will naturally fall into a meth- 
odical way of doing things. Method in letter writ- 
ing is nothing more than systematically arrang- 
ing the thought of the letter according to the best 
forms. It is the classification of your data so that 
it will be readily understood and easily handled. 
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The following shows a letter lacking method : 

(A) 

Baltimore, Feb. &£, 1910. 
American Perfume Co., 

South wark, Phila. 
Dear Sirs : — We have your favor 23rd, 
inst. and we send you sample of our Hex- 
agon Smelling Salts, which we quote to 
you at $6.00 per grs. in case lots of 5 gross. 
This is as cheap as any bottle we have for 
this purpose. In reference to i Oz. 
Hoyt's Cologne, we could not make them 
extra heavy as you desire. In fact we 
are somewhat crowded at this time with 
orders for this size ware. We quote you 
i Oz. German Cologne $1.60 per grs. and 
can letter them for you in lots of 10 
gross. If you decide to favor us with 
this order, we will make the bottles as 
heavy as we can to turn out a good bot- 
tle, but feel confident the capacity would 
not be as little as 2 Drs. 

Yours truly, 

Jones Brothers. 

Besides the glaring inaccuracies in the letter there 
is an evident lack of neatness and arrangement. 
Three ideas are to be presented, to each of which 
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a paragraph should be devoted, with a satisfactory 
close. 

Contrast with this the following, which shows 
an orderly and methodical arrangement : 

(B) 

Baltimore, Feb. H, 1910. 
American Perfume Co., 

Southwark, Philadelphia, Pa. 
Dear Sirs : 

We have your favor of the 23rd 
inst. making inquiry concerning Hexagon 
Smelling Salts and £ oz. Hoy vs Cologne. 

You will receive by return mail a 
sample of our Hexagon &tnelling Salts 
which we quote at $6.00 per gross in case 
lots of 5 aross. This is as cheap as any 
bottle we have for the purpose. 

The i oz. Hoyt's Cologne cannot be 
made as heavy as you desire ; in fact we 
are somewhat crowded at this time with 
orders for this size ware and could not 
meet your demands. We quote instead 
■£ oz. German Cologne at $1.60 per gross 
and will in addition letter them foi* you 
in lots of 10 gross. 

Should you favor us with the order we 
will make the bottles as heavy as we can 
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without sacrificing neatness and service- 
ability but feel confident that the capac- 
ity would not be as little as 2 drs. 

Yours truly, 

Jones Brothers. 



Courtesy 

One of the best assets in business is " good-will." 
Every business needs to make friends and keep 
them. In business as in social intercourse friendly 
relations depend upon mutual politeness and con- 
sideration. A self-respecting man will always re- 
spect the feelings of others. These good old rules 
should always be in mind when writing business 
letters : 
" Politeness pays." 

" Molasses catches more flies than vinegar." 
"Do unto others as you would they should do 
unto you." 

" A soft answer turneth away wrath." 
The biggest, broadest type of business man 
avoids writing sharp or bitter letters, no matter 
what the provocation. He avoids all cutting ex- 
pressions and words, and ail personalities. He 
" imputes no evil " — but gives his correspondent 
the benefit of the doubt as long as possible. He 
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does not scold, but when he must express dissatis- 
faction does so in a calm and dignified manner. 
In fact, his disapprobation is more often expressed 
by his silence or by his acts than by his words. 

This is courtesy, and its principles should govern 
the form of all business correspondence. 

An angry, discourteous letter often tempts one 
to answer in the same way. But we should re- 
member that there are always two considerations 
in a business transaction — immediate profit and 
future orders. You wish to gain your present 
point, but you also wish to keep your correspond- 
ent's friendship. Here is an excellent example 
of a courteous reply to a discourteous letter : 

A Sharp Letter 

316 W. 56th Street, 
New York, June 26, 1909. 
A. T. Stewart Co., 
10th St. & 6th Ave., 
New York City. 
Dear Sir : 

I cannot understand why books 

Eurchased at your store several days ago 
aven't been delivered. They were in- 
tended as a birthday present and were to 
have gone to Miss M. Harper, 264 W. 
45th Street. 
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If this had been the first time I would 
not so much feel the matter but on one 
or two former occasions it has happened. 

I would therefore ask that the matter 
be given your attention. 
Yours truly, 

Alexander R. Hoffman. 



Instead of a sharp retort the following, as it 
actually went out, showed fine business courtesy 
and dignity, and perhaps gained an additional 
point by making the first writer a little ashamed 
of his asperity. 

A Dignified and Courteous Reply 

New York, June %9, 1905. 
Mr. Alexander R. Hoffman, 
316 W. 56th St., 

New York City. 
Dear Sir : 

Referring to your inquiry concern- 
ing Books for Miss M. Harper, 264 W. 
45th St., we would ask that you favor us 
with the exact date of purchase, also the 
titles of the Books, and if the receipt of 
sale has been retained, we should like 
to examine same. In the absence of the 
receipt, a good description of the sales- 
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person who waited upon you will be of as- 
sistance. 

We will thank you for this information 
at your earliest convenience. We regret 
the inconvenience you have suffered and 
trust there will be in the future no cause 
for similar complaint. 

i ours truly, 

A. T. Stewabt Co. 



OHAPTEE III 

THE ENVELOPE AND FOLDING OF A LETTER 

The envelope and letter head vary as to size. 
Usage has fixed as the generally accepted sizes 
for business letter paper 8£ by 10£ inches for the 
larger size and the note or memorandum size 
approximately 5£ by 8J inches. It is customary 
for business houses to use the larger size more 
frequently. 

The Envelope 

While it may seem an unimportant matter 
the envelope nevertheless so frequently causes 
trouble that its proper form is worthy of some 
thought. 

It will of course conform in size to the paper, 
properly folded, and will be of the same color and 
quality of paper as the enclosure. 

Thousands of letters annually find their way to 
the Dead Letter Office because of improper ad- 
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dress. On the other hand very few fail to reach 
their destination if adequately prepared. 

To this end the name and address of the ad- 
dressee should be the same as that in th& intro- 
duction of the letter. Marks of degree, titles and 
the like should be noted and no essential, such as 
street and house number in cities or county in 
the case of a small town or village, should be 
omitted. 

• — 

Abbreviations 

If the name of the state is abbreviated it 
should follow the form prescribed by the postal 
authorities. The correct abbreviations are here 
given : 



Alabama Ala. Indian Territory. Ind. T. 

Arizona Ariz. Kansas Kans. 

Arkansas Ark. Kentucky Ky. 

California. Cal. Louisiana La. 

Colorado Colo. Maryland Md. 

Connecticut Conn. Massachusetts Mass. 

Delaware Del. Michigan Mich. 

Dist. of Columbia..D. C. Minnesota Minn. 

Florida Fla. Mississippi Miss. 

Georgia Ga. Missouri Mo. 

Illinois 111. Montana Mont. 

Indiana Ind. Nebraska Nebr. 
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Nevada Nev. 

New Hampshire... N. H. 

New Jersey N. J. 

New Mexico N. Mex. 

New York N. Y. 

North Carolina N. C. 

North Dakota... N. Dak. 

Oklahoma Okla. 

Pennsylvania Pa. 

Porto Rico P. R. 

Rhode Island R. I. 



South Carolina 8. C. 

South Dakota... .8. Dak. 

Tennessee Tenn. 

Texas Tex. 

Vermont Vt. 

Virginia Va. 

Washington Wash. 

West Virginia... W. Va. 

Wisconsin Wis. 

Wyoming Wyo. 



The following should be written without abbre- 
viation : 



Alaska 

Guam 

Hawaii 



Idaho 
Iowa 
Maine 
Ohio 



Oregon 

Samoa 

Utah 



The Address on the Envelope 

Indiscriminate placing of the parts of the 
direction should not be tolerated. From the 
examples hereafter given it will be seen that the 
name of the addressee is usually in the centre of 
the envelope with the street and number of 
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house, city, county, state or country following in 
order. 



Mr. Henry W. Patten, 

1229 Locust Street, . 

Philadelphia, Pa. 



Messrs. Hillings <& Miller, 

Room, 4S3 Pennsylvania Bldg., 

Philadelphia, Pa. 



J 



BUSINESS LETTERS 41 



Hon. Samuel Marshall, 

House of Hepresentatives, 
Washington, D. C. 



Mr. W. H. Zamson, 

2133 East Sixteenth Street, 
New York City. 

% Smith, Bagehot cfe Go. 



Words calculated to make the address intel- 
ligible, or hasten the forwarding of the letter. 
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should not be in the part assigned to the addressee, 
but in the lower left hand corner ; e. g. 9 " Per- 
sonal," " Care of " (%), " Forward," etc. When 
you are giving a letter of introduction, which, by 
the way, should never be sealed, the proper phrase 
of introduction is in the lower left hand corner 
also, as, " Introducing Mr. Jonathan Swift." 

In order to aid the postal department and 
prevent letters from going to the Dead Letter 
Office, the envelope should contain the name and 
address of the sender in the upper left hand 
corner. All first class mail will thus be returned 
without cost. In the case of second, third and 
fourth class matter it will be returned upon receipt 
of postage for such return. 



Samuel P. Stout, 
1540 N. Fourth St., 
Camden, N. J. 



Mr. Amos G. Johnson, 
1785 Wilson Avenue, 
Chicago, IU. 
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or 



Benjamin West. 
Box 311, VI 



WOkea-Barre, Pa. 



150 Hyde Park, 
Scranton, Pa. 



Do not commit the error of writing an address 
with the term " City " instead of its name written 
clearly and legibly. Thus an envelope addressed 
to a person in Boston instead of reading 

Mb. Owen Fitzgerald, 

872i Washington St., 
City, 

should have in place of " city " the name thereof 
as Boston, Mass., for it may so happen in the rush 
that the postal clerk might sort it into the New 
York mail bag and considerable annoyance and 
trouble result. 

The place for the stamp is invariably in the 
upper right hand corner, with the head of the 
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stamp up and in absolute coincidence with the 
edge of the envelope. 

Folding 

Folding the letter sheet for insert is also a 
matter of importance. In the case of the larger 
size sheet the letter after it is finished is folded 
from the writer, so that the lower part of the 
page comes to within a half inch of the top; 
thus: 



i 



then turn it lengthwise toward you and fold 
one-third from the left to the right (1) and then 
bring the other portion toward you (2) so that it 
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overlaps the portion first turned over, which gives 
you the letter correctly folded, as follows : 




In the case of note size paper, when the width 
is equal to the width of the envelope just fold as 
in the latter process with the sheet above. 
Sometimes the note size is a short wide sheet, 
the length from top to bottom being greater 
than the width of the envelope. In that case 
turn up the bottom edge until you have a fold 
within the width of the envelope, then fold as 
nearly as possible in thirds. 



CHAPTEE IV 

LETTERS OF INFORMATION 

Two broad groups are commonly recognized un- 
der the head of Letters of Information. The first 
group relates to credit ; such a letter is usually in 
response to an inquiry as to the standing of an in- 
tending purchaser. The second group relates to 
the product of the writer, or to the condition of 
his business. 

One has to be exceedingly cautious in granting 
credit, and must therefore have information con- 
cerning intending customers, which can be obtained 
from commercial agencies or of individuals and 
firms known to be acquainted with the customer 
in question. Information of this nature is always 
regarded as confidential, and one should be very 
careful not to say anything unfavorable or from 
mere hearsay. For, while it is a matter of con- 
fidence, disclosure of information of this character, 
if unsubstantiated, might lead to prosecution for 
libel. To facilitate a return answer and also as a 
matter of courtesy, a stamp or stamped envelope 
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should always accompany a request for such in- 
formation. 

The second sort of letter offers more variations, 
according to the goods or the service offered. A 
straightforward announcement of your ability to 
meet your prospective customer's need is always 
best. Tell facts and only facts about your goods. 
Avoid misrepresentations, whether directly or by 
inference. An understatement of your ability is 
better than an exaggeration ; but an exact state- 
ment of what you can do is better than either. 
Make no promise you cannot fulfil to the utmost. 

The following is a copy of a letter asking for 
information of a firm in a similar line of business, 
regarding a prospective customer : 



International Carbon Company, 
Chester, Penn'a. 

In answering please refer to : G. S. W. 

June 85, 1910. 
Messrs. Burton & Farnum, 
175 Washington St., 
Pittsburg, Pa. 
Gentlemen : 

Benjamin F. Smith, 3540 Forbes 
Street, Pittsburg, Pa., is desirous of open- 
ing an account with us for a small 
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amount, and we take the liberty of ask- 
ing for any information that you may 
have on your files, which may be of value 
to us in passing credit. 

As we have had no dealings whatever 
with Mr. Smith ourselves, we are not in 
a position to tell you our experience, but 
would be very glad to give you any other 
information we may have at any time in 
reference to any party which you might 
ask for. 

Thanking you very kindly for an early 
reply, we are 

Tours respectfully, 

International Carbon Co. 
By Geo. O. Watson. 

On the whole this letter is a courteous and suf- 
ficient request for information and so written as 
to bring a prompt and full reply. It errs in the 
second paragraph, however, in that it makes refer- 
ence to the inability of the writers to furnish in- 
formation relative to the man in question. Cer- 
tainly if he is just opening an account it stands to 
reason that they could not. The construction 
here used implies past relations. It would have 
been sufficient, following the first paragraph, to 
have said : 
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" If at any time we can in return give 
you information you may need we shall 
appreciate the opportunity." 



The use of the word " party " here is bad. It 
is considered a rather vulgar term. "Person," 
or " firm," or " company " is always better. 



A Form Letter 

Form letters are used by some houses in seek- 
ing such information. The following will serve 
to illustrate : 



St. Louis, Mo., 

January 15, 1909. 
Mr. . 



Dear Sir : 

Mr. J. T. Blank, 1540 Master St., 
desires to open an account with us ; we 
are informed that he is known to you. 
Please give us, if possible, confidentially, 
any information you may have as to Ins 
financial standing, worthiness, and cus- 
tom of meeting his obligations. We 
shall be pleased to reciprocate at any 
time. 
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Thanking you in advance for such in- 
formation as you may give us, we are 
Very truly yours, 



A Favorable Reply 

The following would be a favorable reply to 
the preceding form letter : 



St. Louis, Mo., January 17, 1909. 

Messrs. , 



Gentlemen : 

In reply to your inquiry of the 
15th inst. it gives me pleasure to say that 
Mr. J. T. Blank is entirely reliable and 
trustworthy in every respect. I know 
him to be careful and conservative in the 
conduct of his business and do not believe 
that he would incur any indebtedness 
for which he would not be fully respon- 
sible. 

Yours truly, 



It is not always possible to write favorably in 
response to the inquiry. When an unfavorable 
reply is to be made care should be exercised not 
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to mention the name of the person about whom 
the letter is written. 



Mb. 



An Unfavorable Reply 

(Ihicago, III., August 18, 1910. 



Dear Sir : 

In replying to your letter of the 
16th instant I much regret my inability 
to give satisfactory information relative 
to tne person about whom you inquire. 

Yours truly, 



An Information Letter 

Of the second class of information letters, the 
following letter is an example. It is an exact re- 
production with changes of trade names. 

{Letter head) 

Toledo, Ohio, 
(1) May 3 1st, 1910. 
Mr. , 



Dear Sir : 

In reply to your inquiry regard- 
ing the " Star " elevated range, (2) will 
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state that we are sending you under sep- 
arate cover booklet (3) descriptive of 
same and are confident you will be 
greatly pleased with the many improve- 
ments and points of convenience in this 
construction. (4) It is made with 16, 
18 or 20" oven and four, six or eight top 
burners. The one most generally used is 
the No. 25-5, which has an 18" oven and 
four top burners. 

Not having an agency in your city, 
we would be pleased to sell you this 
range direct for $29.00 upon receipt of 
order accompanied by cash, freight pre- 
paid. 

We trust that you will decide to adopt 
the " Star " way of cooking, and that we 
may be favored with your order. 
(5) Yours faithfully, 

The Hennessy Stove Company, 
Z. B. Prentiss, 

Sales Manager. 



The letter shows several inaccuracies, as well as 
some undesirable constructions. (1) The date 
should preferably read "May 31, 1910" rather 
than " 31st." (2) In the second line the phrase 
" will state, etc." is unfortunate, (3) so is " descrip- 
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tive of same." It would be much better to say, 
" In reply to your inquiry regarding the i Star ' 
elevated range it gives us pleasure to mail you a 
descriptive booklet, under separate cover, which 
shows fully the construction, the many recent im- 
provements and the points of convenience, with 
which we feel confident you will be greatly 
pleased." 

The sentence immediately following (4) is reially 
the subject matter of another paragraph, and 
should be so treated. 

The " complimentary close " (5) should not be 
in the familiar style here used. The persons ad- 
dressing each other are practically strangers, 
therefore to use such close is certainly improper. 
It would be far preferable to use "Very truly 
yours" or some such close, which while it gets 
away from the decidedly formal " Yours truly," 
does not become too familiar. 



Another Information Letter 

Along similar lines but with a variation in that 
the information desired is for the repair of a ma- 
chine rather than for a new article is the follow- 
ing: 
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{Letter head) 
Philadelphia,) Oct 11, 1911. 
Mr. , 



Dear Sir : 

In reply to your telephone com- 
munication of this date, Ave beg to advise 
you that it will be necessary for vou to 
send us your engine complete, so that we 
can take it apart, rebore the cylinder, 
fit a new piston, retest the engine and 
put it in good working order. A new 
piston and reboring the old cylinder will 
cost you $18, while for the additional 
work of testing the engine we will charge 
at the rate of 60c per hour, plus any new 
parts which in our judgment will be re- 
quired to make engine satisfactory. 

We cannpt say exactlv how long it 
will take to put engine in shape, but it 
should not be over a week. 

Awaiting your advice, we are 

Yours truly, 
The Ajax Gas Engine Works. 

p. 0. L. Zcmdes. 

In the opening paragraph it would be prefer- 
able to state something concerning the subject of 
conversation just as proper reference should be 
made to the subject of a letter in making answer. 
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Thus, " In reply to your telephone communication 
of this date, concerning repairs to your gas engine, 
we would advise that you send us the engine com- 
plete as this will be necessary in order to enable 
us to take it apart, etc." This construction enables 
you to avoid the use of the rather worn-out phrase 
" we beg, etc." 

When prices are quoted it is preferable to state 
the amount in writing with the figures in brackets 
($18.00). 

Instead of saying "required to make engine 
satisfactory" as in line 13, say "the engine," 
using the article. The same is true of the suc- 
ceeding paragraph. 

In signing the name of the writer after the 
firm name never use an abbreviation for per; bet- 
ter still, say by 0. L. Landes. 

Another letter that may serve as a form where 
the firm has increased its plant or facilities, or has 
added new lines to its output. 

Philadelphia, Jan. 26, 1910. 

Messrs. , 



Gentlemen : 

We wish to advise you that we are 
now thoroughly prepared and equipped 
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to manufacture and erect Fire-Esoapes 
of all kinds ; Iron Awnings and Iron 

Fences. 

We would thank you, and greatly ap- 
preciate it, if your department in charge 
of this work would give us an oppor- 
tunity to bid on any specification you may 
have, and put us on your files with other 
competitors. 

Any inquiries will be appreciated, and 
receive prompt attention. 

Very truly yours, 

Rerwyn Iron Works, 
Cha*. H. Coons, 
President. 



CHAPTER V 

LETTERS OF APPLICATION 

Probably no business letter is more carefully 
scrutinized than the letter of application. The 
character and ability of the writer are carefully 
sought in the writing, spelling, punctuation, and 
capitalizing. It should be neat in appearance, 
clearly written and in correct form. And yet it 
should be more ; it should be carefully and con- 
cisely stated, with enough of the writer's individ- 
uality and his qualifications and the wishes stated 
to make it stand out as apart from the ordinary 
formal letter of this class. It should be put in a 
plain and straightforward manner, with no mani- 
festation of hesitancy or overboldness. Do not 
enlarge too greatly upon your own abilities or ac- 
complishments. " Be bold ; be not too bold." 

Three Parts of the Letter 

It is commonly accepted that a letter of appli- 
cation should be divided into three parts ; first, a 
statement telling why the application is made, this 

57 



58 BUSINESS LETTERS 

may be called the introduction ; second, an account 
of the writer's qualifications and reference to per- 
sons who can be consulted concerning more 
intimate information, and third, a statement mak- 
ing appropriate ending for the letter. 

One may acquire considerable facility by taking 
different types of offers from the " Want " columns 
of the newspapers and writing answers to them. 
This form of practice gives admirable training. 

Such a newspaper advertisement as the one in- 
serted here may be answered in the following way. 



STENOGRAPHER— Young man not over 20, 
and experienced ; one with mechanical liking 
preferred. State age, experience and salary. 
Press Office. X 006. 



701$ Drexel Road, 
June 16, 1910. 
X 006, Press Office, 

Philadelphia, Pa. 
Dear Sir : 

Your advertisement for a stenog- 
rapher in to-day's " Press " appeals to 
me, particularly as you specify that you 
prefer a young man with " mechanical 
liking." 

I am just twenty years of age, a grad- 
uate of the School of Commerce of this 
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city and have been for two years past 
the stenographer to the superintendent of 
a machine shop just outside the city. 
Work of this kind has always been ex- 
ceedingly interesting to me, as I find 
pleasure in all sorts of mechanical devices. 
It is difficult to state a salary without 
some knowledge of the extent and char- 
acter of your business, but I feel that 
$50.00 a month would be a fair amount 
to expect at the start. 

This application is made with the full 
knowledge of my employers, Smith & 
Crane, Bryn Mawr, Pa., of whom you 
are at liberty to make inquiry. Other 
references can be furnished if desired. 

Yery truly yours, 

One should exercise the greatest care in writing 
letters of this character. Employees frequently 
cause a wrong idea about their employers to be cir- 
culated by using terms reflecting upon their honesty 
of purpose. Thus, they will write that whilst they 
have a position, they want to get another because 
there is something distasteful about their present 
work. A moment's thought will show that this does 
not so much affect the employer as it cripples the 
prospects of the applicant. One must cultivate 
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the art of generosity in the expression of letters of 
this nature. 

As an illustration of this kind of letter note the 
following : 

Philadelphia, 1910. 

Dear Sir : 

Herewith application for position 
with your Company. I am seventeen 
years of age and for the last eight months 
nave been employed in the De- 
partment, Railroad Company, 

where I am at the present time employed 
in the capacity of Receiving Clerk. I 
desire a change on account of inconveni- 
ence. I have completed a course in Book- 
keeping and can operate Typewriter and 
Adding Machine. Will you kindly put 
my application on file, so that when an 
opening occurs, I may receive proper 
consideration ? 

Thanking you in advance for any 
action on your part, I remain, 

At your service, 

Note the absurd manner in which the writer 
states his reason for desiring a change. In the 
case where this letter was written the official re- 
ceiving it remarked that it was one of the 
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most foolishly worded that he had ever seen. 
See the necessity for putting things accurately 
and carefully. The opening is also too brief. It 
seems as a matter of fact altogether too curt. All 
told it is a good illustration how not to make an 
application. 

If the advertisement asks applicants to send 
testimonials, copies should be made and enclosed. 
You should not send originals, and the copies 
made should be marked " copy." See that the 
signatures of those giving the commendation have 
the term "signed" preceding the signature in 
such copies. 

Thus: 

TEACHER — An experienced, first-class teaoher of 
bookkeeping and general commercial subjects 
wanted, for a city high school. State age, experi- 
ence and enclose testimonials. W 552 Bulletin 
Office. 

TESTIMONIALS 

Two forms of testimonials actually copied, with 
the exception of the names, are here shown. 

To Whom it May Concern : 

Mr. Ames Johnson has had full 
charge of the Commercial Teaching in 
Wesley Academy for two years. He nad 
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classes in Commercial Arithmetic, Geog- 
raphy and Law, Penmanship, Bookkeep- 
ing and Stenography. In every circum- 
stance he has proved an exceptionally 
strong instructor, always efficient, re- 
sourceful and thorough in the presenta- 
tion of his subjects ; tactful and popular 
in his relations with his pupils. 

I confidently recommend him to school 
authorities in need of a man to teach the 
Commercial Branches. 

(Signed) W. Whitfield Crosby. 

To Whom it May Concern : 

We are glad of an opportunity to 
present this testimonial in behalf of Mr. 
Ames Johnson, who has been in our em- 
ployment during the past three years. 
(In a recent sale of the plant a member 
of the new company has taken Mr. John- 
son's position.) He is a faithful, hard- 
working, and reliable young man, above 
reproach in character, and possessed of a 
personality which wins him friends every- 
where. It is a pleasure to recommend 
him to those desiring his services. His 
education has been most thorough, hav- 
ing graduated from both the Collegiate 
and Commercial departments of his col- 
lege. He is well equipped for efficient 
service in any educational line. 
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It is in the business world that we 
know him best. He has held the posi- 
tion of head bookkeeper and office man- 
ager in our company, having had charge 
of all accounts and correspondence, which 
position he has held with credit to him- 
self and satisfaction to his employers. 
We feel confident that as in his past un- 
dertakings he will be successful in his fu- 
ture work. 

(Signed) The Trenton Wire 

Company. 



Exercises 

It is only by patient and painstaking effort that 
we can overcome the undesirable tendencies so 
often manifested in the writing of letters of ap- 
plication. Many other persons will compete with 
you in answering an advertisement. It is solely 
your ability at expression in this form of writing 
which will give you the opportunity or lose it for 
you. To the end that you may have examples 
from which to take your practice answer the fol- 
lowing advertisements taken from the daily press, 
reading and rereading your answers, and make 
corrections until you feel satisfied that you have 
covered all that is asked and be sure you have 
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made no statement that you will find difficulty in 
proving. 



SIGN WRITER— Must be experienced, reliable 
and able to match colors accurately ; state ex- 
perience, wages, etc. W 552, Record Office. 

FOREMAN — Folding box foreman wanted ; young 
man to take charge of small department. Must 
be quick and accurate at figures and able to lay 
out work, figure spreads and set Robinson cutting 
and scoring machines. He should have consider- 
able mechanical ability. State references, expe- 
rience and salary expected. W 62, Bulletin 
Branch, 614 Chestnut. 

BOOKKEEPER and general office man, age about 
23 ; must be accurate at figures ; near 10th and 
Diamond. O 500, Bulletin Office. 

STENOGRAPHER— Wanted, a young man as sten- 
ographer; good penman, acquainted with of- 
fice work, preferred. Address, giving age, salary 
and references. K 556, Press Office. 

SALESMAN — Wanted, a salesman, with ability to 
sell high grade cigars; one who can command 
the highest salary; give references, age, married 
or single. W 653, Telegraph Office. 

STENOGRAPHER— Young man, with High 
School education preferred; state age, experi- 
ence, salary expected, etc. W 543, Ledger Office. 

YOUNG Man wanted to work around office ; must 
be good penman. Apply 2858 Emerald. 



OHAPTEE VI 

BUSINESS LETTERS OF INTRODUCTION AND 

RECOMMENDATION 

Letters of Introduction for business pur- 
poses should be carefully considered before given. 
A letter of this kind should not presume on acquaint- 
ance nor be so sent as to intrude on the time and 
courtesy of the one receiving it. Such a letter 
should imply full knowledge on the part of the 
sender as to the character and general ability pf 
the bearer and should never be written unless 
previous conditions warrant one in bringing the 
two persons together. There is nothing surer to 
create an unfavorable impression among your 
business associates than the habit of making pro- 
miscuous use of the privilege of introduction. 
The use of letters of introduction presumes that 
the introduction is made for mutual benefit. 

Letters of this character are rarely mailed, but 
are almost invariably presented in person. Nor 
are they sealed. It would be a discourtesy to seal 
such a letter, as nothing should be contained 
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which might reflect on the bearer. Were this so, 
then it should not have been given. 

The envelope will therefore appear as follows : 



Mr. Wilson H. Hvber, 
lfi% Brown Bldg., 

Atlanta, Oa. 



Introducing Mr. E. H. Norman, 



As to the nature of a letter of introduction the 
following will serve as an illustration : 

(Letter head) 

New York, June SO, 1909. 
Mr. D. H. Laird, 

157 Washington St., 
Boston, Mass. 
Dear Sir : 

This will introduce to you Mr. 
Vincent L. Bode, who has just been 
chosen as the manager of our Boston of- 
fice. I have known Mr. Bode intimately 
for five years, during which time he was 
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assistant to the manager of our home of- 
fice. I will not presume to mention his 
many excellent qualifications nor speak of 
his character, for they will evidence them- 
selves after you have known him for even 
a short time. 

Very truly yours, 

Andrew H. Hammond. 

It is always courteous to make acknowledgment 
briefly of the receipt of a letter of introduction. 
Thus Mr. Laird would write : 

Mb. Andrew EL Hammond, 
3 W. 29th Street, 
New York City. 
Dear Sir : 

It was a very great pleasure for 
me to meet Mr. Vincent L. Bode, whom 
you so courteously brought to my atten- 
tion by your letter of June 20th. 

In the short time that he has been here 
he has more than fulfilled your implica- 
tion as to his many good qualities. 

Yours truly, 

D. H. Laird. 

In writing letters of recommendation the chief 
requisite is truthfulness. Avoid overstatement or 
misrepresentation. One should have clearly in 
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mind the character and ability of the person rec- 
ommended, which should be so stated as to leave 
no doubt as to the probabilities in the case. The 
letter should represent fully your personal esti- 
mate of the worth and work of the person Whom 
you are called upon to recommend. Thus : 

{Letter head) 

{Date) 
To Whom it May Concern : 

This is to state that the bearer, Mr. 
William J. Deemer, has been in our em- 
ploy for somewhat over ten years, during 
which time he was private secretary to 
our president and general correspondent 
for the house. We have always found 
him faithful in the discharge of his duties, 
and of even temperament. He has given 
us a continued sense of security in the 
unfailing fulfilment of the various trusts 
which we have committed to his care. 

It gives us pleasure to recommend him 
to any one requiring his services, believ- 
ing that he will prove satisfactory in any 
work he may undertake. 

Pierce Hancock Company. 

These letters may imply even more specific in- 
formation, particularly as to the financial standing 
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and worth of the person spoken of. A large con- 
cern in order to establish the fact that a certain 
individual was a large consumer of paper issued 
over the signature of the president of the company 
the following recommendation. It will be seen 
that such a letter carries with it virtually an in- 
dorsement of the person concerned, thus carrying 
the matter of recommendation one step further. 

(Letter head) 

{Date) 
To Whom it May Concern : 

We take pleasure in stating that 
Mr. , President of the Com- 
pany, has purchased from us over a period 
of several years, several Hundred Thou- 
sand Dollars' worth of paper for his differ- 
ent periodicals, that whatever contracts 
or promises whether written or verbal 
that have been made with us, have been 
faithfully carried out : that through these 
immense dealings all cash discounts were 
taken advantage of, and for all these 
years we have had absolutely no friction 
because of the fair and businesslike way 
that all of our dealings have been treated 

by Mr. . 

Very respectfully, 

(Name of company) 

Signature of rresidtnt. 
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Another form is given to show the arrangement 
used by a large Western publishing company in 
recommending its agents or collectors to the gen- 
eral public : 

{Letter head) 

{Date) 
To Whom it May Concern : 

The bearer, Mr. , has full 

authority to collect amounts due us for 
advertising and subscriptions for (name 
of publication). 

Eespectfully, 

(Signature) 
Publisher. 



"To Whom it May Concern" 

The improper use to which many letters of rec- 
ommendation couched in terms of " To Whom it 
May Concern," have been put has, in great measure, 
weakened their value. Indiscriminate granting of 
such letters by men in positions of prominence, when 
the applicant is only imperfectly known and even 
sometimes unknown, has detracted also from their 
worth. The greatest care needs to be exercised in 
knowing the exact status of the individual for whom 
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commendation is made and then to hew close to 
the line. To give such a letter merely to get rid 
of the applicant does both yourself and the appli- 
cant an injury. 



* • 



CHAPTER VII 

BUSINESS GETTERS 

Every letter that attempts to increase business 
is a " sales letter." It must therefore follow some- 
what the method of a successful salesman. 

Selling by Mail 

Whether the sale is made or not usually de- 
pends primarily upon the impression the seller 
makes on the buyer. It is not always possible to 
send to the buyer a salesman who can feel his way 
and suit his manner to the mood he finds in his 
customer. For every "approach" made by a 
salesman there are a hundred at least attempted 
by letters. Indeed, some goods are sold only by 
mail, and the volume of "mail-order" business 
has increased enormously in recent years. 

It has been asserted that the improvement in 
the tone and style of business letters has been one 
of the greatest factors in our business growth. 

72 
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It has been the cultivation of the ability to make 
a letter real, live and personal which has stimu- 
lated the development. This quality, with the 
creation of, a feeling of intimacy and genuine 
courtesy has led to the transaction of a tremen- 
dous amount of business at a mere fraction of the 
former cost. A leading business journal, in com- 
menting on the growth of one great mail order 
house, shows -that from forty letters sent out sev- 
enteen years ago the business has increased until 
last year they exceeded fifty million dollars in 
sales entirely by mail. Those forty letters must 
have been right for their purpose. This gives an 
illustration of the enormous possibilities of an ade- 
quate and forceful style of business letter writing. 

Personality 

Where the business is not on a mail order basis 
and where the firm employs salesmen, the busi- 
ness letter must still bear a large part of the work 
in making friends and selling the goods. The 
purpose of a business letter is to carry a point, to 
gain an end. It doesn't matter whether it is used 
to sell the article or to aid the man in the field. 
It should get away from old and worn-out phrases 
and from the stilted and formal usages which re- 
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pel rather than attract. A strong simplicity and 
direct driving to the point is the essential. 

Every one knows what a big percentage of the 
morning's mail finds its way to the waste-basket. 
Aimed in the dark, it misses its mark. Yet there 
is a sort of letter that is not thrown aside until it 
makes its impression. 

Have Something to Say 

. If your letter is to carry conviction it must be 
studied, and worked over, and not brought out 
until it seems perfect. For if your argument and 
the facts which you are marshaling are to con- 
vince, they must be wrought out logically. Your 
letter must be a real appeal, and then it must have 
an inducement. In other words, you must have 
something to write about. It's your business to 
find that something before you begin to write. 

It is not a bad plan to regard every letter to a 
prospective or present customer or client as a sales 
letter. It is to sell something, persuade him in 
some way, either now or later. Even an answer 
to a complaint, as has been pointed out, may help 
to increase business. To satisfy a complainant 
and leave him contented needs a high order of 
salesmanship. 
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Five Things to Remember 
The writer of a letter that directly aims to in- 
terest a buyer and secure an order from him 
should bear in mind five things : 

1. The opening. If he's not interested in your 
first sentence or two he may go no further. 

2. Clearness. You have only one chance at 
your buyer in any letter. State your proposition 
so clearly it cannot be misunderstood. 

3. The buyer himself. Study him. Find if 
you can what interests him. If you have no 
direct knowledge of him you can at least put 
yourself in his place. If you can frame an argu- 
ment that would persuade you to buy it should 
have some weight with others. 

4. Inducement. Remember that yours is prob- 
ably not the first sales letter your buyer has re- 
ceived. Try to make it look different to him. 
Make him feel that out of many offers yours is 
the one to accept. 

5. A strong closing. Present at the end a 
good crisp reason why the reader should act at 
once, and make it easy for him to answer. 

Of course, differing types of propositions call 
for varying methods of treatment. But these five 
points will apply in an astonishingly large ma- 
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jority of the cases one meets in selling goods by- 
letter. Here are some actual letters that show 
how the method is applied. 

A Good Sales Letter 

Dear Mr. Hall : 

Two friends of ours, well-known 
i. novelists, dropped in on us recently 
At won° n and fell to glancing over the volumes 
described in the enclosed circular. In 
five minutes both had forgotten that 
they came on business. Presently, one 
of them, who had been wandering 
among the worlds in Prof. Chamber? 
" Story of the Stars " lifted his head 
and drew a deep breath. 

"Why," said he, "should any one 
try to write fiction when he can find 
facts as fascinating as these to write 
about ? " 

The other novelist, locating with an 
exact finger the spot where he had 
left off, regarded the star-wanderer 
dreamily. 

"Did you know," he said, "that 
plants take care of their young ? " 

"No," replied the other, "but do 
you know that when you see a star 
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fall, you are looking at something that 
may have happened hundreds of years 
ago ? " 

" No," was the reply. 

" Then," said both together, " why 
dorCt you know ? " 

And after some discussion, they 
evolved the answer. Both had triea 
to read scientific books and had found 
them as interestingly written as a 
speller, and dropped them. Now for 
tne first time, they had come upon 
books that set f ortn in an interesting 
way the great, wonderful world as it 
is, books which get down to the bed 
rock of romance that underlies all the 
great facts of existence. 

We relate this incident to you be- 
cause it tells better than we can other- 
wise just the sort of books these are. 
Here are books so fascinatingly written 
by the world's greatest scientists and 
scholars that they are called stories. 
Here are books which, at the same 
time, contain that knowledge which 
heretofore could only be secured by 
taking a college course. * 

But no adequate conception can be 
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a. had of their value to you and to every* 
conVde?cd member of your family except by an 
examination in your home and at your 
leisure. Therefore, knowing you to 
be interested in books and believing 
that you will be among the first to 
realize their entertaining and educa- 
tional value, we extend to you the 
following splendid introductory offer. 

If you will return at once the en- 
9 and 4. closed order form, properly signed, 

cu £onand **" we w ^ sen( * y ou ^ e wor ^ complete in 
inducement twenty-five volumes, all charges pre- 
paid, for examination and considera- 
tion. ' It is understood that you need 
not send any money with your request 
for inspection, for, not only is the 
delivery of the books to b$ prepaid, 
but, if they are not entirely satisfac- 
tory, you are at liberty to return them 
at our expense. 

It needs only a postage stamp and 
5# one minute of your time to take ad- 

De»°i B Mftde van ^ a ? e °f this opportunity, which 

Eniy enables you to secure 'these books at 

the low introductory price and pay 

<or them while you are enjoying them 

on the easy terms of only $2.00 per 

• month. 

Yours very truly, 
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It will be seen that this letter puts the matter 
of a sale of books in a very interesting and atten 
tion- impelling manner. It is nicely balanced. 
In happy style it makes the argument to show 
how easily you can prove for yourself by inspec- 
tion without cost the value of the offer. The 
climax or close is worthy of notice. u It needs 
only a postage stamp and one minute of your 
time, etc." This is the desired end. Not only to 
present your goods but to get people to get them 
into their homes by proper devices cleverly put 
forth. 

A Poor Sales Letter 

By way of contrast, here is another sales letter, 
a poor one. 

(A) 

Dear Sir: 

We have written you several times 
to see if we could not get you to pur- 
chase one of our " Torpedo " cleaners, 
but haven't heard from you. 

• We want you to know that we are 
among the largest manufacturers of this 
form of apparatus in the country and 
therefore can take care of your needs. 
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If you are interested in this wonderful 
little device, we shall be glad to quote 
you prices and are confident it will meet 
with your approval. 

Hoping soon to hear from you and 
trusting that you will permit us to 
demonstrate the value of the device, we 
are 

Yours truly, 



This is very commonplace as a sales letter. It is 
too ordinary. There is nothing distinctive about 
it. It makes no appeal to the uninterested ; there 
is nothing to catch the attention. It lacks the air 
of being for the recipient personally. 

It gives no reason for causing the man who 
gets it "to think it over." It makes no clear 
proposition. It does not arouse a desire for any- 
thing. 

The opening does not call for any attention. 
It lacks directness. One has to be exceedingly 
careful about the superfluous use of " we." Make 
vour letter in terms of the other man. Do not 
make use of stereotyped phrases, such as " We 
have written," " We. want you to," " Hoping soon 
to hear," etc. The close is of the most formal 
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nature. There is nothing to inspire immediate 
action. 

On the other hand notice the following letter 
which is written by a live, up-to-date correspond- 
ent. There is appeal from the start. You want to 
read it. It tells you something. It is as if the 
man were in your presence giving you the infor- 
mation. He presents the argument, you are 
persuaded that the " Torpedo " must be a good 
thing, and you are not averse to making a trial. 

Isn't This Better? 

(B) 

Dear Mr. Smith : 

For some time we have been try- 
ing our best to interest you in our " Tor- 
pedo." But the enthusiasm seems to be 
all on our side. 

If you would accept our offer made 
jrou heretofore and give this wonderful 
little machine a chance to perform in one 
of your boilers, if only for a few minutes, 
you too would share in our boundless ad- 
miration for the " Torpedo." 

Your own experience shows that dis- 
criminating buyers of good machinery 
make a great deal more money than the 
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sellers. We are absolutely sure of this 
in our ease, for letter after letter received 
at this office tells of a saving since using 
the "Torpedo" of anywhere from 5% 
to 25%. 

The most striking and surprising fea- 
ture about this business is that Jard- 
headed, shrewd business men and even 
experienced engineers who ordinarily 
watch every dollar expended with an 
eagle eye, are fooled into believing that 
their boilers are clean. 

There is too much assummg that the 
boilers are clean. 

But really it is mighty expensive — this 
kind of fooling. It costs hundreds, yes, 
thousands of dollars yearly. 

No loss is entailed and you run no risk 
whatever by accepting our free trial offer 
of a " Torpedo." Why not give it a 
trial ? If the machine can't save you 
money, don't keep it. Remember this 
is absolutely the only sure way to tell the 
true condition of your boilers. 

You are often confronted with the 
statement that the boiler inspector re- 
ports the boiler clean. A few days ago 
the "Torpedo" removed seven bushel 
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baskets weighing 438 lbs. from a boiler 
pronounced perfectly clean by the largest 
boiler insurance company in the country. 
The enclosed folder will show you who 
some of the progressive, up-to-date 
people are who have adopted the " Tor- 
pedo " after trial. 

The "Torpedo" can do as well for 
you. Take our word for this much, it is 
worth a trial, anyway. You cannot 
afford to let this opportunity pass. 

Just tell us the size or sizes of your 
tubes and a "Torpedo" will be on its 
way to you the day we hear from you. 

Very truly yours, 



The Starting of the Letter 

To gain the attention of your reader is of 
cour§e the thing at which you are aiming when 
you open the letter. The time-worn phrasing, 
such as, " Yours of the 15th inst. to hand," or 
"In reply to yours of recent date I beg leave 
to," etc., are entirely commonplace and exhibit 
no sense of personal touch, the importance of 
which no one can estimate. But when you come 
across openings of the following character you 
are at once attracted and go on reading by reason 
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of an aroused curiosity : — " A page torn from our 
catalogue — to give you an idea, etc." 

A formal preface is often mere waste of space. 
Go straight to what you wish to say. ) Thus a 
tailor writes, " We take the liberty to inform you, 
etc." But (note the difference) the following 
comes from one of the most progressive and up- 
to-date tailors in a large city : " New faces are 
what we want, and we are willing to pay for 
them in terms of material price concessions, etc.," 
or " We are hungry for more business. You 
must have clothes, etc." Immediately you are 
called to attention and unconsciously read further. 
There is a good deal of the genius of advertising 
beneath the building of an attractive and effective 
business letter. 

A Sign Man's Letter 

Dear Sir : 

A successful merchant said that 
he would almost consider taking down 
his sign before stopping advertising. 
From this it would appear that a sign is 
one of the most important factors of a 
successful business. 

How important a sign such as we can 
make would be for you, you can only 
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appreciate when we tell you of how we 
are fitted for your special needs. 

We are manufacturers. 

We make small signs and large signs ; 
electric — flash or constant — mirror, 
framed and plate glass for display or 
distribution. 

Just 'phone or drop us a line. Our 
Philadelphia representative knows the 
sign business, its advertising value, and 
can not only execute your plans, but can 
suggest money-getting ones to you. 
Won't you " do it now" ? 

Very truly yours, 

This letter illustrates in excellent fashion the 
opening of a letter without the objectionable first 
person — " I " or " we." It is a good presentation 
from the salesman's point of view of the place to 
get information on signs and tells in an interest- 
ing though businesslike manner of the equipment 
and ability of the firm to meet the prospective 
buyer's needs. The last paragraph is the climax, 
drawing the reader's attention to the ease of get- 
ting further information and the value of the use 
of the particular form of advertising as a money- 
getter. It is also nicely balanced. 



86 BUSINESS LETTERS 

Beginning with " You " 

The use of " you " as an introductory form often 
increases the value of your opening. At once the 
receiver of the letter is interested to see what is 
attributed to the " you." It is of course a sign of 
familiarity to use this word, and one must exercise 
good judgment in its use. Care must be taken not 
to oifend your " prospect." Men are interested in 
how to make money, and any appeal made along 
this line will usually get a response. Thus : 

"If You Could Increase Your Income 
Twenty-Five Dollars a Week Would You Do 
It! 

"That Suit and Overcoat which You Pur- 

• 

chased from us have undoubtedly worn to 
Your Satisfaction, etc. 

"You are Going to Eeceive 100 Havana Ci- 
gars, Express Prepaid, with the Understand- 
ing that if, After Smoking Ten, You are not 
Pleased with Them You May Return the Re- 
maining Ninety at Our Expense." 

This is a sort of " display advertising," and with 
many people is quite effective. You must exercise 
considerable discretion in the use of such openings, 
for while they are out of the ordinary, they at 
times might defeat the object for which you labor. 
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As far as possible, however, always open the let- 
ter with thought of the other party rather than 
yourself. It is a quiet way of turning a business 
compliment. 

Continued Interest 

If this is to be maintained the writer must keep 
up the personal touch throughout. One's real self 
can be thrown into the business letter. It must 
be " charmed into magnetic life," as one corre- 
spondent puts it. There is no question but that 
the charm element is often necessary to get the 
order. This can't be done in any slipshod man- 
ner. Just as a salesman studies his argument 
prior to calling on the customer, so the business 
correspondent should plan his work. See that the 
argument is fresh, stimulating and bright. Then 
follow it up with the element of persuasion. In 
giving the argument avoid as much as possible the 
use of such terms as the following, which one sees 
daily in the letters which come across the manu- 
facturer's desk : — " our plant," " our general equip- 
ment," "our volume of business," "our special 
facilities," etc. It is the goods which need to be 
sold, not so much of information about the " we " 
and " our." Get the arguments to " bed rock " 
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from the start. Make them convincing. Thus in 
the letter that follows you see at once the value 
of the man who is written of, as an asset in adver- 
tising your goods. 

An Advertising Agent's Letter 

Dear Sir : 

I have found a genius — a young 
man who flashes electric sparks from his 
eyes and quaint, attention-demanding 
sayings from his tongue. When he sits 
down to write, that brain of his tele- 
graphs funny, pathetic and true epi- 
grams to his pencil point. 

This man is a success. 

He has written a most successful series 
of advertisements for merchant tailors. 
They have unusual merit. They are con- 
structed on absolutely new lines. They 
rivet attention. They never get away 
from the main issue. They sell goods. 
Men read them day after day, to see 
what new thing this genius can say 
about tailor-made clothes. 

The ads are a success. They attract 
custom. 

Enclosed find two samples. All the 
rest are as good, or better. In fact this 
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is the greatest series ever written — 
better than some copy which costs $10.00 
per. 



Very truly yours, 

To Sell a Dictionary 

Or, take the following letter used recently by 
one of the leading magazines. 

Dear Sir : 

You should see a copy of the re- 

„ markable new Dictionary described in 

the enclosed circular which we would 

like to send you, All Charges Prepaid, 

without any expense whatsoever. 

We Do Not Wish You to Pay Any- 
thing for This Dictionary, Either 
Now or After You Receive It. 

* 

You have need for a Dictionary every 
day of your life. The chances are you 
do not use one this often, either because 
the Dictionary you have is so large and 
cumbersome that you do not like to handle 
it, or, if it is small enough to be conve- 
nient, it contains so few of the words you 
wish to look up. 

No other Dictionary of this type con- 
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tains so many words or pages. It con- 
tains over twelve hundred pages, an^yet 
is less than two inches thick. This is 
made possible by the wonderful Bible 
paper, thin, yet opaque. A unique sys- 
tem of typesetting also saves at least one- 
third of the space, thus reducing an un- 
abridged Dictionary to the proportions 
of an Oxford Teacher's Bible without 
sacrificing a lot of valuable text matter. 

Here is Our Offer 

On receipt of the mailing card en- 
closed we will promptly send you, All 
Charges Prepaid, this Dictionary, exactly 
as described in our circular. After you 
have examined it in your own home you 
may keep it by merely sending us $3.00 

for a three years' subscription for 

Magazine (this is at the regular rate of 
$1.00 per year) plus 45c to cover the 
" actual packing and expressage — $3.45 
in all. 

We are making you this remarkable 
offer simply to introduce Maga- 
zine into your home and to keep it going 
to you long enough to make you a per- 
manent reader. It is only with this hope 
that we could afford to make you this 
offer. 






•\ 



\ 
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Our supply of dictionaries is limited. 
Your order must therefore be received 
not later than May 20th, otherwise it 
cannot be accepted. 

Very truly yours, 

It is the unique and chatty vein in which the 
letter is written which wins your interest. By 
the time you get to the close you feel that the 
proposition is genuine and by reason of the limit 
both in quantity and time, you are brought to do 
what might be otherwise deferred to such a time 
as to cause you to lose interest and the firm an 
order. 

Promoting Confidence 

• If your " prospect " is to be convinced he must 
believe that you yourself have faith in your prop- 
osition. Every really good sales letter has the 
ring of sincerity, even enthusiasm.\ Note this let- 
ter from a salesman of clothes-wringers to a pro- 
spective customer: 

Gentlemen : 

It has been my pleasure to re- 
cently visit our factory together with our 
different traveling men. We have gone 
over the plant very carefully from one 
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end to the other, and from cellar to gar- 
ret. Quite a large addition has been 
made to the plant and a number of new 
machines have been installed. 

It really surprises me when I look 
around and see the immense plant we 
have here, and if you could possibly spend 
a few hours going through it, as I have, 
noting the simplicity and the honesty 
with which every part is made, I 
am sure that from now on you would 
buy nothing but Anchor Brand Clothes 
Wringers. 

Very truly yours, 

In Closing 

In closing the sales letter the error is too often 
made of only stopping, not really closing. It 
leaves the matter about where it was when you 
started. You wish to so put the matter that the 
reader will then and there clinch the offer by an 
acceptance. 

Compare, for example, the following letters : 

(A) 

Dear Sir : 

We have written you several let- 
ters within the past month or two in re- 
gard to fire hose for new buildings which 
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we understood you were erecting. We 
do not wish to appear over persistent, but 
will be glad to nave you advise us when 
you will take this matter up and whether 
or not we may count upon an opportu- 
nity of figuring with you. Our goods and i 
prices, we are confident, will prove at- 
tractive. Trusting you will not overlook 



us, we remain 



Yours very truly, 

Aside from the lack of paragraph arrangement 
and correct closing, it is not a strong letter for a 
"follow-up." It doesn't do anything. It isn't 
convincing. It deals in generalities. Now note 
the rewritten follow-up letter on the same subject. 
It goes straight to the point, and aside from mak- 
ing convincing argument and proof of the article 
gives an added inducement by a free offer of instal- 
lation with demonstration. 

Dear Sir : 

There may be many reasons which 
you can assign for not writing or giving 
us an order for fire hose long before this 
but we surmise that : 

You are still a little in doubt. You 
still hesitate to believe that it offers 
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positively the greatest value that 
your money can purchase. 

Now there are a number of ways in 
which we might once and for all clear 
away your doubt. 

We might point to over 5,200 satisfied 
users, in factories, schools and other pub- 
lic buildings. 

We might let you see our order book 
and thus convince you. 

We might show you hundreds of unso- 
licited testimonials as to the wearing 
quality of our goods. 

But we have a much better plan. 

We are going to send our representa- 
tive to arrange with you to install our 
system in one portion of your new build- 
ing without defacing the property, show 
you how it operates and let you test it 
in any manner and for any reasonable 
length of time that you desire. This will 
not cost you one cent nor will it obligate 
you in any way. 

If you are as thoroughly pleased after 
seeing the quality of fire hose and the 
attractive and serviceable way in which 
we arrange the equipment, as our many 
customers at the present time, you can . 
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then make arrangement for payment 
with our local manager as outlined to 
you in our first letter. 

Could we possibly make a fairer offer ? 
Could we any more clearlyprove our ab- 
solute faith in the Empire Fire Hose ? 

By signing the attached order to-day 
you wifl have immediate attention and 
the equipment will go forward at once. 

Very truly yours, 



CHAPTER Vin 

LETTERS ORDERING GOODS 

No other branch of business letter writing de- 
mands so much care and exactness of statement, 
unless it be the drawing of a contract, as the let- 
ter ordering goods. Lack of specific information 
is often the cause of much annoyance, misunder- 
standing, delay and financial loss. It is the duty 
of the writer to make clear and unmistakable 
mention of kinds and quantities of things, method 
and way of shipment, etc. It should never be 
necessary for your correspondent to look up your 
previous letters to see what you mean. 

How Not to Order Goods 

The following letter illustrates how not to send 
an order : 

Dear Sir : 

Will you please send us one box of 
candles the same as before sent. 

Yours very truly, 

General Manager. 
96 
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Nothing so displeases the man of business as the 
receipt of a shipment with heavy freight or ex 
press charges, only to find that it does not contain 
the things complete that he ordered and in the 
proper styles and sizes. The difficulty may be 
that the order in the beginning was not as care- 
fully arranged as it might have been. 

Points to Observe 

In order to avoid error the following points 
should be observed in writing letters ordering 
goods : 

1. The greatest care should be taken to have 
the full name and address of the person making 
the order. 

2. A clear and itemized list of the goods re- 
quired. This should be so arranged as to give one 
line or sentence to each item. Tabulating the 
order in this manner aids the man filling the order 
by enabling him more readily to check the articles 
as they are put up. It also minimizes chances for 
omission. 

3. Quantities, style, figures, measurements or 
shape should be stated according to the system 
adopted by the firm from whom the goods are 
ordered. 
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4. When ordering from catalogue the name 
and date of the catalogue should be given. Where 
goods are shown by number, this should always 
be given, together with the article and the page 
upon which it is mentioned. 

5. Shipping directions (mail, freight, or express) 
showing how and where the goods are to be sent. 
When error in way of shipment occurs after specific 
direction has been given, the loss, if any, is then 
borne by the shipper. 

6. If remittance is sent at the time goods are 
ordered the nature and amount should be indicated. 
In the case of a first order the letter might con- 
tain (i) a remittance covering the amount of the 
order, or (ii) some satisfactory provision for pay- 
ment upon delivery. 

7. It is customary to capitalize the article 
designated thus : 2 doz. Towels ; and numbers are 
generally put in figures instead of in words, as : 5 
gross. 

The following letter covers the various points 
outlined, and shows the correct form in ordering 
goods: 

Gentlemen : 

Please send at the earliest possible 
moment the following : 
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2 cases, Excelsior Flannel. 

5 " 36 " Flannelette. 
25 pieces, No. 4 Lawns. 
10 " Lancaster gingham, 
all blue and white. 
12 gross, Stardo Covered Buttons. 

Kindly make the shipment by P. & R. 
fast freight and place the cost upon our 
account. 

Very truly yours, 

Acknowledging an Order 

A proper acknowledgment of such a letter 
might read as follows : 

Dear Sir : 

We are pleased to acknowledge 
receipt of your order No. 582 for 

2 cases, Excelsior Flannel. 
5 « 36 " Flannelette. 
25 pieces, No. 4 Lawns. 
10 " Lancaster gingham, 
all blue and white. 
12 gross, Stardo Covered Buttons. 

All except the No. 4 Lawns will be 
shipped to-morrow as indicated, via. 
P. & R. fast freight. In the case of the 
Lawns, we instructed the bleachery to put 
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up 25 pieces at once and rush shipment. 
Tnese will come to you at an early date 
as the bleachery is usually very prompt 
in such matters. 

Thanking you for the order, we are 

Yours very truly, 

A Form Letter of Acknowledgment 

Where the time element permits all orders 
should be promptly acknowledged. One firm, 
whose business is greatest in the Fall, uses the fol- 
lowing form of acknowledgment, neatly set in type. 

Dear Sir : 

We are pleased to acknowledge 
receipt of your valued order for Lamps, 
whicn has been passed to our Order De- 

f>artment, under our Factory No. 16,281. 
f you have occasion to write about same, 
it will oblige us if you will use this 
number. 

We are now in the midst of our Fall 
rush, and it will be about two weeks be- 
fore we can make shipment. You have 
assurance of our appreciation of the busi- 
ness you are giving us, and we will give 
this, as well as any other orders submit- 
.ted by you, our careful attention. 
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Your further inquiries and orders are 
invited. 

Yours truly, 

Shipping Directions 

It is well to observe that when the buyer spe- 
cifically requests shipment by a given railroad or 
express company the delivery has been effected 
by the seller the moment it goes to the carrier 
mentioned ; the law holds that they are thus de- 
livered to the person who ordered them. If they 
were lost or destroyed on the way the loss would 
fall upon the purchaser. But if the seller should 
elect ta send them by some company other than 
the one indicated, then the goods are not deliv- 
ered until actually received, and if then lost or 
destroyed in transit the loss will fall upon the 
seller. If the method of shipment is left to the 
discretion of the seller, actual delivery must be 
made. 

There are various means employed for shipment 
of goods determined by the weight and character 
of the commodity : 

It is generally best to send goods small in bulk, 
under four pounds in weight, and of no great 
value, by mail. 
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It is best to send by express goods of value, 
goods easily broken, or those that must be de- 
livered quickly. 

Usually goods of considerable weight, great 
bulk and of comparatively small value are sent by 
freight. 

Exercises 

1. Order from Unique Hardware Co., 502 
Wichita St., Kansas City, 2 gross Star Window 
Clasps ; 5 gross 8x10 Angle Irons ; 8 Kegs 8d Wire 
Nails ; 3 doz. Brass Hinges. Give shipping direc- 
tions. Ask for information on latest house-fur- 
nishing specialties. 

2. Write a letter to the Union Button Co., 
125 Broadway, New York, telling them you want 
to order 15 gross Smoke Pearl Buttons, size B; 
20 gross Cut Steel Buttons, No. 5 ; 100 gross 
Broadcloth Covered Buttons (full assortment). 
Complain that the cost for the last lot had ad- 
vanced and ask for reason. Ask for new cata- 
logue. 

3. Take any trade catalogue or advertisement 
and write letters ordering goods described there, 
carefully observing all points mentioned in this 
chapter. 



CHAPTER IX 

COLLECTION LETTERS 

A very difficult form of letter is that which 
endeavors to collect money. Ordinarily most 
firms have a series of form letters for this pur- 
pose, but it frequently happens that a personally 
written letter proves more effective. In the han- 
dling of small accounts the form letter is just as 
effective as the individually dictated letter and 
much time is saved. There are two generally 
recognized forms of collection accounts ; the regu- 
lar commercial account and installment accounts. 
This latter group has come to tremendous propor- 
tions in the last few decades, and should be treated 
separately. 

A Mistaken Policy 

In writing to debtors who are slow pay and in 
fact generally, it is safest to regard an account 
which is justly contracted as a pure matter of 
business. Frequently correspondents will use the 
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argument that the company is very much in need 
of funds. Thus : 



" Dear Sib : 

" We are finding ourselves some- 
what hard pressed to meet our obliga- 
tions at this time and are asking you, 
among several others, to make as full 
payment as you possibly can. Unless 
you favor us right now we shall find 
ourselves rather uncomfortably situated. 
Tou like to maintain your credit, so do 
we." 

It is always a mistake to confess weakness until 
you have to. And then such a letter is usually 
not sincere. Suppose the debtor does not pay and 
finds you are apparently not embarrassed ; what 
sort of an opinion will he entertain as to your 
business honesty ? 

Good customers are often lost by unwise col- 
lection letters. 

All debtors should be looked upon and treated 
as customers and any reasonable extension of time 
requested should be granted. Never give up a 
customer until you have exhausted every peace- 
able and dignified means of settlement. Failing 
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in this it is of course necessary to resort to en- 
forcement of payment by legal action. 

A First Bequest for Payment 

By those expert in this form of letter writing 
four letters, gradually increasing in strength of 
demand, will usually determine the attitude of a 
delinquent. As an example of a first letter of 
this character a department store uses the follow- 
ing: 

Dear Sirs : 

We desire to solicit your kind at- 
tention and a remittance of the amount 

of your account, $ . 

i our reply will oblige, 

Yours respectfully, 

A Skilful Collection Letter 

It frequently happens that a first or even a 
second letter can, in addition to making the re- 
quest for payment, pave the way for future busi- 
ness. Thus : 

Dear Sir . 

The unusual popularity of indoor 
skating and the spread of the fad all 
over the country must find you unusually 
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busy at this season of the year. Hard* 
ware dealers generally make this report. 
In the rush of things you may have over- 
looked the fact that your account with 
us is a few weeks overdue. Your past 
business relations have always been kept 
pleasant by your prompt remittances, and 
we sincerely hope this little reminder will 
be treated in an equally prompt manner. 

By the way, have you found that the 
new ball-bearing skates which we last 
sent you are coming up to our guar- 
antee? From all parts of the country 
we are getting flattering reports. We 
feel that they merit their popularity and 
with the extensive advertising campaign 
which was inaugurated this season they 
seem bound to continue in favor. 

We are prepared to give you attract- 
ive prices, enabling you to realize large 
profits on this article. By pushing the 
factory we are prepared just now to meet 
all orders by making shipments immedi- 
ately upon receipt of order. If you can 
use more of this specialty we can take 
good care of you at once. 

In the hope that you are enjoying a 
full measure of the season's business, we 
are Very truly yours, 
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This does not leave a sting, as is often the case 
with the ordinary "dun." It introduces the 
thought that the man's patronage is desired and 
evidences a friendly spirit. It will be more likely 
to draw payment than if it were arbitrarily 
drafted, and it lays a foundation for future busi- 
ness relations. 



When Payment is Slow 

If after the second letter is sent no answer is 
obtained, then one is justified in making the third 
letter more mandatory. It should fix a time limit 
for settlement. 

A third letter might be drawn as follows, a form 
used by a wholesale grocery company : 

" We regret that you have entirely ig- 
nored our two previous requests for 
payment of your overdue account. It is 
now so long past due that we must insist 
upon prompt settlement. Unless it is at- 
tended to within ten days from date, we 
shall feel compelled to hand it to the 
Wholesale Grocers'* Association for atten- 
tion. We hope that by a prompt remit- 
tance you will render this action unneces- 
sary." 



108 BUSINESS LETTERS 

If it is used by an individual then simply specify 
the date upon which settlement is to be made. 
Some firms add to such a letter : " If there is any 
error in the account we shall be glad to adjust it 
promptly." 

A Final Demand 

A fourth form, and last, should be so framed as 
to clearly indicate the action to be taken should 
the payment not be made by the date set. It 
should be just as direct as possible, but need not 
lack courtesy. 

" We regret that by your repeated fail- 
ure to pay attention to our three re- 
quests for payment of $ long past 

due, and your apparent unwillingness to 
even give us a reason for delay in pay- 
ment, you make it necessary for us to 
take action for settlement. 

" Unless your account, amounting to 

$ , is paid by we shall be 

compelled, without further notice, to turn 
it over to our attorney for collection." 

In this connection it is well to notice that a firm 
should make no statement or threat in a letter 
which it is not willing to back up. Hence, when 
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you say you will give it to an attorney for action, 
do exactly what you say. Many men depend upon 
the legal threat to force a compromise on the 
amount of the bill ; figuring that the prosecution 
will rather take the compromised amount than go 
through a process of law and the publicity and ex- 
pense incident thereto. 

Installment Collections 

With collection letters on accounts contracted 
on the installment plan one may be guided by a 
somewhat different condition. In commercial ac- 
counts your ambition is to retain a good customer 
as well as get payment on the overdue account, 
while the installment purchaser offers little prob- 
ability of future business. It becomes largely the 
matter of keeping the terms of a contract. Form 
letters figure more extensively in this class of 
business than the other. 

A first letter usually calls attention to the fact 
that the account is overdue, that the payment has 
not been made as agreed in the contract which 
was signed. Should not such a first letter bring 
a reply then a second follows, which is much more 
direct and insistent. 

After this point, if the house feels that the cus- 
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tomer is honest but has not been able to meet the 
payment an inducement will often be offered. 
Thus one house sends the following : 

Dear Madam : 

Having tried on several occasions 
to get payment of your overdue account 
we desire to call your attention to our un- 
usual offer. If you will make immediate 
payment covering the balance due on 
your account, we will as a special induce- 
ment for the fulfilment of your part of 
the contract send you without expense 
a handsome hand-bag with purse to match, 
or a solid oak rocker. 

This offer holds good only for the im- 
mediate acceptance and needs your action 
at once. Either make payment by check 
or send money by any safe means. 

very truly yours, 

Usually an appeal to the honor of the individual 
will bring a favorable response. But when all fair 
and honorable means have been exhausted then 
coercion becomes necessary. 

Do Not Use Postal Cards 

In this connection it is wise to remember that 
one should never demand the settlement of ac- 
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counts upon a postal card, as it is likely to render 
the writer liable for damages. It is an offense 
against the postal laws to write anything upon a 
postal card which may reflect upon the character 
or conduct of another. Thus one writing upon a 
post card as follows would be guilty of an unlaw- 
ful act : 

Dear Sir : 

Your account for $5.27 is much 
overdue. Our repeated efforts to make 
collection have been of no avail. Unless 
this is taken care of at once we will 
place it in the hands of our collector. 

It has been established, however, that the fol- 
lowing would be within the law : 

Dear Sir : 

We would much appreciate the set- 
tlement of your account, which is past due, 
and for which our collector has called 
several times. 

Exercises for Practice 

1. Write a letter to R. Levy, 402 Front St., 
Syracuse, N". Y., asking for the payment of a past 
due account for $75.00. This bill has been stand- 



112 BUSINESS LETTERS 

ing for several months. Give a reason for the 
request at this time. 

2. Write a follow-up letter to Johnson and 
Strong, Blairsville, Md., to the effect that they 
are to make payment of their overdue account 
for $250.00 prior to a given date or you will send 
their name to the Louisiana Cane Sugar Growers' 
Association for action. 

3. Write a letter to James & Carter, 725 
La Salle St., Chicago, 111., requesting payment 
of a bill for $320.00. Show how you have 
always tried to deal fairly with them and how 
you feel about the continued disregard on their part 
of your letter. Show how much you regret the 
condition, assuring them of your desire to continue 
the past friendly relations. 

4. Work out a series of form letters (a) for a 
large city store dealing in dry-goods, etc., (b) 
for an installment house dealing in household 
goods. 



CHAPTEE X 

CIRCULAR AND FORM LETTERS 

A circular letter is in many respects subject 
to the same conditions as are outlined in Chapter 
VII on the Sales Letter. Circular letters are 
identical in their make-up, although sent to 
different persons. They are in effect form letters. 
The chief use of the circular letter is for adver- 
tising purposes. By reason of the abuse of this 
convenient method of sending information broad- 
cast, this class of letters has come into ill favor 
by the public generally. A great many of the 
poorly and cheaply constructed letters of this 
class usually find their way immediately to the 
waste-basket. 

The class of service which they cover is such 
as warrants and demands a proper and carefully 
prepared form of announcement. Circular letters 
usually serve to announce changes in partnership, 
changes of address of a firm, special sales and 
offers, new lines of goods, instructions to agents, 
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and innumerable other occurrences. That they 
may accomplish a maximum of good such letters 
should be constructed with the utmost care. 

Vast sums of money have been actually squan- 
dered on cheap and ineffectual circular letters. 
There is usually ample time to write and print 
it, and there is therefore no reason why the 
circular letter should not be the acme of neatness, 
elegance and skilful appeal. 

The Personal Touch 

These letters vary, of course, in accordance with 
the purpose for which they are intended. Some 
would be better prepared if typewritten separately, 
while others may be mimeographed, printed, or 
printed in imitation of typewriting. A circulating 
library company which built up an enormous 
business in American cities some years ago typed 
its letters elegantly on the heaviest, most expen- 
sive note sheets, with the crest and address 
stamped in color with a die, at the top, and on 
the corner of the envelope. The cost was great, 
but they recognized that they were dealing with 
cultured people, who would appreciate fine 
stationery, and the returns made the method a 
paying one. Not the amount paid for the cir- 
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culars, but the expense per reply received is the 
proper method of estimating cost. 

As far as possible the letter should have the 
personal element or rather the news element 
prominent. It is difficult to get a sense of the 
personal unless individually and directly written. 
It is the work of the correspondent to so con- 
struct the letter as to make an appeal, and so 
far as this is obtained the letter may be said to 
be personal. 

Letters in Series 

Quite often circular letters run in series or as 
follow-up letters, the idea being to drive home 
the thought by recurring impressions. The cumu- 
lative effect may succeed finally in getting the 
reader's investment. When the letters are run in 
series some check must be devised to keep record 
of the effect of each issue to give an idea as to the 
value of the particular follow-up system. A 
complete record may be kept of all the corre- 
spondence to any individual, dates, etc., by means 
of the cash catalogue device. This may be done 
by either the " Straight Alphabetical Index," the 
" Classified Subject Index," the " Proper Name 
File," or by the " Cross Index," etc. 
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Straightforward and candid statement makes 
the most forceful and effective means of adver- 
tising through the medium of the circular letter. 
Frankness makes the appeal to the common sense 
of the business man. But the keystone to the 
whole situation is to have the proposition genuine. 

A Eeal Example 

The following actual circular letters (changed 
only as to names, etc.) will repay careful study. 

Dear Friend : 

I want to take this opportunity of 
talking to you in a fraternal manner, at 
the same time giving just a brief page 
from my personal history. I say frater- 
nal, for my first vocation was that of 
teacher, the highest and most responsible 
calling in this world. My first venture 
in real estate was in the purchase of a 
suburban lot at auction while I was en- 
gaged as instructor in one of the high 
schools of a large city in the West. That 
lot became very valuable, and with the 
proceeds from its sale I became an in- 
vestor in realty, and later engaged per- 
manently in the business of auction lot 
sales. 

But the lot bought at auction with 
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money saved from my teacher's salary 
was the first venture in the realm of 
realty for me. It was almost accidental, 
and my attendance at the sale in ques- 
tion was due to an invitation of a friend 
who, like me, had a Saturday to spend in 
the open air, and was curious as to 
results. 

Now I want you, cordially invite you, 
to attend the auction sale of lots at W est 
Compton, on Saturday of this week. I 
am going to give away a lot, and tickets 
for this drawing, with maps and full in- 
formation about the property, will be 
furnished at the station to everybody 
who attends the sale, all without obliga- 
tion to buy. I hope some teacher will 
draw this free lot, for I still feel that I 
am . one of you. Take the subway to 
69 th Street, and there take the Compton 
car and get off at Mill Eoad station. I 
want to see the teachers there that day, 
and I hope some of you will get rich 
from lots purchased at West Compton 
that day. 

Yours fraternally, 

This letter has the " news " character and 
differs from the ordinary form letter in the nature 
of its appeal. It is decidedly too familiar in 
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salutation and rather overdrawn in the wish at 
the close. One should avoid the repetition of 
such phrases as " that day " in the last sentence. 
But on the whole the idea is good and fresh. 

Another Letter, Showing Fault 

In the letter below an unfortunate feature is 
the opening. It is given to the time-worn " In 
response to your valued inquiry," etc. A direct 
approach would be much, more effective : " The 
catalogue for which you asked a few days ago is 
going forward to you in this mail and we are so 
confident that you will find listed in it just the 
kind of outfit that you want that we want you to 
read it with the utmost care." Then the next 
paragraph would fit in nicely : 

In response to your valued inquiry, we 
take pleasure in mailing you herewith 
our catalogue of pyrographic outfits and 
supplies, which we would be pleased to 
have you examine carefully. 

Whether you are already a Pyrography 
lover or are only investigating its possi- 
bilities, let us say that this beautiful art 
never before offered so many delightful 
channels of diversion as it does this 
season. Never before was this delight- 
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ful work so popular. Never before were 
there so many beautiful designs at the 
enthusiast's command. We have per- 
fected our outfits until the chief difficulties 
of the beginner have disappeared, and 
with our plainly stamped designs and 
complete instructions, no one need hesi- 
tate to undertake the work or entertain 
doubt as to success. 

Our pillow top designs are proving to 
be immensely popular. We can give you 
your favorite actress, a genuine Gibson 
head, or other design, as you choose. In 
fact, we can give you anything in the 
Pyrography line — and at prices which no 
one else is able to duplicate in like 
quality, for we are the largest and best 
equipped manufacturers of Pyrography 
goods in the world. 

Your order will have our courteous at- 
tention, and we suggest the advisability 
of ordering at once, as perhaps we can 
fill your order more promptly now than 
later. 

Awaiting your pleasure, we are 

Yours very truly, 

To assure the recipient of courteous treatment 
is rather superfluous; such treatment may be 
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taken for granted. The ending could be improved 
by making it easy to forward an order, thus : 

• 

"Just fill in the convenient coupon at- 
tached to this letter, enclose it in the en- 
velope provided in the front of your cat- 
alogue, attach the price of the outfit you 
desire and mail to us at our risk. We 
suggest the advisability of ordering at 
once, as we are so thoroughly stocked that 
we may be able to fill your order more 
promptly at this time than later. The 
outfit will then go forward, all transpor- 
tation charges fully prepaid, as fast as 
return express can take it." 

A Brief but Effective Letter 

Here is another circular letter of different 
character designed primarily for " the trade," con- 
veying announcement of change in price with rea- 
son attached. It is a natural, brief and easy letter. 

Gentlemen : 

In consequence of the many re- 
cent advances in all classes of raw ma- 
terials, we are obliged to withdraw all 
our former prices on Covered Buttons and 
make an advance on all future orders of 
from 10 to 25%, according to material 
used. 
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A list of new prices on the numbers 
you are getting from us will be forwarded 
to you immediately upon application, if 
you will let us know the numbers and 
sizes that you wish to have quotations on. 

Orders now in hand will be executed 
as soon as possible, but in consequence of 
the scarcity of labor and large demand 
for raw materials of all kinds, we are 
unable to make as prompt deliveries as 
usual, and therefore must ask your kind 
indulgence for a short time. 

Yours very truly, 

An Advertising Circular 

This letter is a good illustration of a well bal- 
anced circular for advertising purpose. It does 
not make a false appeal by assuring you that you 
are the only man in your town written to, while 
as a matter of fact a general canvass has been 
made. It puts the facts entertainingly and in 
such way as to convince one of the belief that 
the agency would be a good thing. 

Dear Sir : 

Last year we conceived the idea of 
putting the " Gold-Seal" $2.00 Hat on the 
market with a signed and sealed guaran- 



122 BUSINESS LETTEKS 

tee Bond. The plan was so out of the 
traveled road that far-sighted dealers 
throughout the United States almost be- 
sought us for the agency in their towns. 
We could not grant every application, 
but those lucky enough to be appointed 
agents reaped a generous reward. 

For next Spring our preparations are 
on a far broader scale, and we can assure 
every applicant for the "Gold-Seal" 
agency that he will be successful if he 
applies immediately. 

In addition to the hats themselves — 
really Three Dollar Values for Two Dol- 
lars and sold to you at $16.50 instead 
of the regular price $18.00 — you will be 
helped by the most forceful, persistent 
and intelligently directed advertising 
campaign ever launched in favor of a pop- 
ular-priced hat. Striking Bill-Board 
Posters, Show Cards, Booklets, Newspa- 
per Ads, Cuts, etc., are a few of the Ad- 
vertising helps for " Gold-Seal " Hat 
Agents. 

"Gold-Seal" $2.00 Guarantee Hats 
embrace the newest and most fashionable 
shapes in both derbies and soft hats. 
The price is low enough to attract the 
thrifty man, and the shapes are so smart 
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and graceful that the young fellows will 
be delighted with them. The quality is 
the kind that will bring every man back 
for Hats and other things. 

Write to-day if you wish to get the lo- 
cal agency for " Gold-Seal " Guaranteed 
$2.00 Hats. To-morrow may be "just 
too late." 

Only one dealer in a town may have 
it. Salesmen about to begin their visits. 

Yours very truly, 

A Printer's Circular 

Another form is the style which starts off with 
a question, "Have you," etc. Sometimes this 
may go, but on the whole it is usually better to 
use a positive declaration. In the following let- 
ter the question .is used, but it would be stronger 
if put as follows : 

" You need cuts and good printing in 
your catalogue and other advertising 
projects. We do the kind of work that 
is known as distinctive. That is what 
you want your business and your printed 
matter to be. If you haven't made your 
arrangements for illustrating and print- 
ing your annual catalogue and other ad- 
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vertising matter we would like to figure 
with you for doing the work. Our basis 
is, etc." 

The close might be improved by a little twist. 
Thus : " Tell us on the enclosed stamped card when 
it would be convenient to have our man call to go 
over the details with you, and we shall be your 
debtor for the chance given to demonstrate what 
you can gain by giving us an opportunity." 

Another Good Circular 

Gentlemen : 

Have you made your arrangements 
for illustrating and printing your 1904 
catalogue, and other advertising proj- 
ects? If not, we would like to figure 
with you for doing the work. Our basis 
is the businesslike one of superior work- 
manship at prices that ought to secure us 
your orders. 

• We are confident we can please you 
because we have, for many years, made a 
specialty of designing high grade half- 
tone engraving, and of artistic catalogue 
work, especially for piano and organ man- 
ufacturers and dealers. 

Our "Paragon" process in half-tone 
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work is unapproachable in excellence, and . 
our wood engraving and three-color proc- 
ess work is always satisfactory — because 
we make it so. 

The general verdict of printers who 
use our plates is that for the doing of su- 
perior printing they are the best made. 

The giving us an opportunity of doing 
work for you will mean, as we shall be 
pleased to demonstrate, that you will get 
the best results obtainable. 

Hoping we may hear from you favor- 
ably at an early date, we are 

Very truly yours, 

To Sell Eeady-Made Clothing 

Here is a breezy circular to male dressers. It 
is convincing, while just a trifle blunt in its state- 
ments. Nevertheless you read it because you 
want to know what the four things may be, etc. 
It represents the nature of the work done by one 
of the largest " ready-made " clothing houses in 
the United States, and one of the most successful 
advertisers. 

Dear Sib : 

If your clothes requirements were 
to be put as briefly as possible, the 
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chances are that a sentence would cover 
the subject. 

You want correct style, perfect fit, good 
tailoring, and your money's-worth of qual- 
ity ; four points. You may get any three 
oi them and not be satisfied ; you ought 
to be sure of them all. 

You're most likely to miss the fourth — 
quality; there's an astonishing lot of 
cotton-mixed trash being sold to the unsus- 
pecting wearer of clothes. It is made to 
look better than it is ; you're apt to judge 
from first appearances that it's as good 
as it costs. You'll be fooled and disap- 
pointed if you get any such stuff. 

All-wool is the only thing for clothes 
for self-respecting men ; we use no other 
fabrics. 

The Style Book enclosed gives you our 
leading styles ; and you can examine the 
goods themselves by calling on Hender- 
son and Company, 624 Pierce St., St. 
Louis, where a good representation of our 
goods will be found. 

We are glad to send you to this store : 
it's a place where you will be well taken 
care of. You'll get clothes there that 
are made right ; — style, tailoring, and all- 
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wool quality. Don't consider anything 
else in clothes. 

Yours very truly, 

A Removal Notice 

As a good illustration of the " removal " notifi- 
cation type the following will serve : 

Gentlemen : 

On Dec. 1st, we transferred our Silk 
accounts to the well-known and popular 
House of Broome and Greene, 464 Mill 
St., where with a light and commodious 
salesroom and improved facilities in every 
respect for the transaction of business, we 
hope to merit and receive a continuance 
of your patronage. 

Our Spring lines are now ready in 
Colored Taffetas, Black Taffetas, Black 
and Colored Peau de Soie, Peau de Cygne 
and Surahs in all qualities and widths, 
from the cheapest grades to the best used, 
mostly 36 and 27 inch goods. Taffeta- 
line in 36 and 18 in. 12 qualities a spe- 
cialty. Scotch Plaids, Fancy Stripes and 
Checks, and Jacquard Figures and Bro- 
cades to order. 

Sample pieces are now ready for de- 
livery to the trade. 
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Trusting that we shall soon be favored 
with a call from your firm, we remain 

Yours respectfully, 



How to Overdo It 

The personal note may be overdone. This 
wordy, rambling letter was actually sent to many 
dealers who had never written to the Boat Com- 
pany which signed it. It is insincere and uncon- 
vincing. 



Dear Sir : 

We have just completed the 

Launch which will represent the 

Boat Co., in the water Carnival to be 
held during the National Convention of 
the Elks in Detroit. 

These water Carnivals have come to 
mean to Detroit what the Mardi-Gras 
means to New Orleans. . 

Motor boatmen from the East and the 
West are getting ready to enter this 
dress parade, each determined to outdo 
the others. This will bring into compe- 
tition all the handsomest designed boats 
from everywhere. 
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Naturally the Boat Co. will not 

take second place in this contest. We 
have concentrated for weeks the best 
efforts of our expert designers and 
skilled workmen on this one boat. 

But see for yourself. I am enclosing 
herewith proof of poster illustrating this 
as it will actually appear all over Detroit 
during the convention. 

During the last ten days an extraordi- 
nary number of inquiries have come to 
us from your locality. This convinces 
me that your locality is fast becoming 
one of the most popular boating centres 
in the country. I want to make the best 
showing for the Boat Co. there. 

The sister ship of our entry in the 
Elks' Water Carnival received her last 
coat of varnish yesterday. It is an exact 
duplicate of a boat that will lead the 
whole procession, you can't tell them 
apart, but frankly I do not know if this 
is the best place I could select to ship 
this boat. I will be governed by your 
reply as to whether it would pay me or 
not, and I ask for your unbiased opinion. 

I might be willing to send you this 
outfit at the wholesale price of our regu- 
lar stock boat which with all discounts 



130 BUSINESS LETTERS 

off is $200.00 net f.o.b. Detroit, complete 
ready to run. 

The extra quality of material, the 
extra work and the extra finish and test- 
ing which this boat has received actually 
cost us very much more than a regular 
stock boat. 

She has been named the " ." 

She is equipped with a 3f H. P. 1910 
Reversible engine, and has all the special 
equipment such as speed coil, speed pro- 
peller, carburetor, self-adjusting, air tight 
marine battery and anti-fouling plug. 

Notice her depth. The " " is 

a much deeper boat than most boats of 
her size, and she is dry. Notice her high 
bows, generous free-board, flat bottom 
amidship, her beam of 4' 8". If you are 
an experienced motor boatman, observe 
the proper location of the engine — proper 
balancing of all weight and the accurate 
figuring of displacement. Actual trial 
shows that it does not take as much 

power to send the " " through 

the water as is ordinarily required by an 
18' boat. 

Would this boat operated by you in 
your vicinity develop this business for 
us? What is your opinion ? 
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In the meantime I will hold your let- 
ter on my desk. 

Yours very truly, 

Sales Mgr. 

Letters of this kind may be mailed to actual in- 
quirers, but such phrases as " During the last ten 
days an extraordinary number of inquiries have 
come to us from your locality " and " In the 
meantime I will hold your letter on my desk " if 
untrue are easily detected and throw doubt on the 
honesty of the proposition. 

Weigh every statement, every phrase, every 
word, even every comma in your circular letter if 
you wish to save it from the waste-basket. Re- 
member it's not the quantity of circulars sent out, 
nor even the number read, but only those which 
convince, that count. 

Form Letters 

Form letters other than circular letters have 
come into use as a matter of necessity. Where 
the business of a firm grows to such proportion 
and the materials dealt in are of such nature as 
to have recurring questions of similar character 
then a neatly arranged and worded form letter 



132 BUSINESS LETTERS 

often saves time and does the work of an indi- 
vidually dictated letter. No better illustration of 
this is afforded than those in use in the mail order 
departments of our large city stores. Frequently 
the business is so extensive that variations of let- 
ters will be made to meet different sorts of com- 
plaints, etc. These are so framed as to need only 
the insertion of the name and address of the per- 
son in question and form of close. 

Form Letters of a Dry-Goods Co. 

The following are fair examples of forms used 
by a dry-goods company in answer to inquiries 
for samples, etc. : 

a) 

Dear Madam : 

We are in receipt of your favor of 

recent date requesting samples of 

and herewith enclose patterns of 

same, from which we hope satisfactory 
selection can be made. 

Trusting to be favored with your order, 
We remain, 
Yours respectfully, 

(Name of company.) 
Per 
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(2) 

Dear Madam : 

Keplying to your favor of recent 
date, we regret to iniorm you that we are 
unable to furnish the exact samples 
desired, but enclose herewith for your in- 
spection, samples of the nearest we have 
at present, from which we hope a satis- 
factory selection can be made. 

Trusting to be favored with your order, 
We remain, 
Yours respectfully, 

(Name of company.) 
Per 

Letters Used by Soap Companies 

The following form letter is in use by one of the 
largest soap manufacturing concerns in the coun- 
try: 

Dear : 



We thank you for your valued 
order. 

All of the goods are being forwarded 
to-day, except the . 

The demand for this Premium has 
recently exceeded the utmost efforts of 
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the manufacturers to supply it in suffi- 
cient quantities to fill all our orders 
Eromptly. We expect, however, to de- 
ver it to you about , perhaps 

earlier. 

We regret the delay, but feel con- 
fident you will approve our action in 
your interest, as no doubt you prefer to 
receive the Soaps promptly rather than 
have them held here awaiting the 
Premium mentioned. If you wish to 
select another premium we can probably 
deliver it immediately. 

We trust the delay (which we will 
make as short as possible) will not greatly 
inconvenience you. 

Yours respectfully, 

Another soap manufacturing company sends 
out the following form letter to the trade when 
demonstrations are to be made : 



Dear Sie : 

We have arranged for you to have 
a demonstration on our Soap com- 
mencing to continue during the 

week. We have also arranged to have 
one of our best Demonstrators work in 
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• 

your behalf for three days, the 

other three days we will ask that you 
continue the sale of the goods without 
the aid of our Demonstrator. The latter 
will explain to you, when she reaches 
your store, her manner of assisting you 
m making sales, which we think will be 
entirely satisfactory to you. 

Trusting all will work together nicely 
and that you will be entirely satisfied, we 
are 

Very truly yours, 

Department Store Form Letters 

The following series of form letters is inserted 
to show what one of the largest department stores 
in the world uses. The fact of their use by a 
management so critical and mindful of the effect 
upon the public gives them universal value as 
models: 

a) 

Dear : 

We have your favor requesting us 

to call for for credit. To avoid 

danger of mistake and possible loss, may 
we ask that in advance of the call you 
kindly indicate the articles individually 
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which you desire to return, and, if pos- 
sible, without inconvenience to yourself, 
the price and date of purchase. 

Yours respectfully, 



(2) 
Dear : 

We regret to have to bring to your 

attention that the received of you 

(date) for credit, is not recognized as our 
merchandise and seems, therefore, not to 
have been purchased of us. We will, 
therefore, return these goods to you, be- 
lieving that upon further consideration 
of the case you will be able to confirm 
our above report as correct. 

Yours respectfully, 

(3) 

Dear : 

We have your favor requesting 

that a call be made for for credit. 

For reasons of safety we hesitate to send 
through our Delivery for valuable articles 
of this nature, and we beg, therefore, that 
if able to do so without inconvenience 
you bring the article in question person- 
ally. Should you not be able conveni- 
ently to do this, however, and will so ad- 
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vise us, we will be glad to make special 
arrangement accordingly. 

Yours respectfully, 

(4) 

Dear : 

With reference to your esteemed 

order of we much regret to have 

to report that the manufacturer is unable 

to supply the particular desired. 

We feel confident, however, that could 
you make it convenient to again call a 
satisfactory substitute could be found, 
which we would obtain with all possible 
haste. 

Trusting that we may still be of serv- 
ice to you in this matter, and that you 
may not have been seriously inconve- 
nienced, we beg to remain 

Yours respectfully, 

(5) 

Dear : 

We beg to reply to your of 

the that the (purchased or 

left for repair, etc.) on the (date) was 
sent to you in our Delivery of the (date). 

We thank you for having brought this 
matter to our attention, and sincerely re- 
gret the inconvenience caused. 

Yours respectfully, 
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(6) 



Dear : 

In response to your inquiry re- 
garding non-delivery of , pur- 
chased , we regret very much to 

state we have failed to locate the mer- 
chandise, which has evidently been mis- 
placed. We would immediately dupli- 
cate your order, but are uncertain as to 
the particular kind of goods selected, and 
have credited the price to your favor 
(account mentioned), as per enclosed 
voucher. 

To avoid further delay in delivery, we 
ask that you kindly .repurchase, and 
thank you for bringing the matter to our 
attention. 

Yours respectfully, 

Dear : 

We have received the merchandise 
returned, which was sent you in error, 
and credited the correct amount to you, 
as per the enclosed voucher. 

We would immediately duplicate your 
order, but are uncertain of the exact Kind 
of goods desired. Will you please favor 
us by making another selection, when 
convenient? Further delay in delivery 
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will thus be avoided, and we sincerely 
regret the disappointment caused you in 
this transaction. 

Yours respectfully, 

(8) 

Dear : 

Answering your communication 

of relative to which you state 

(was or were) left in our store, we regret 
to advise, (it or they) cannot be located, 
nor (was or were) (it or they) deposited 
in our Lost and Found Section. 

Trusting we may serve you more ac- 
ceptably in the future, we are 

Yours respectfully, 

(9) 

Dear : 

We beg to reply to your inquiry 
(or communication) of the , con- 
cerning the (goods mentioned) pur- 
chased , that notwithstanding a 

careful investigation, they (or it) have 
(or has) not been located and must have 
been misplaced. 

As requested, we have arranged so 
that the charge will not appear in your 
account, and thank you for bringing the 
matter to our attention. 

Yours respectfully, 
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After reading them carefully one notices con- 
tinued use of meaningless phrases, such as, " beg 
to reply," "we beg to remain," etc. It would 
make the letter more distinctive to adopt a little 
different style. In the conduct of the large busi- 
ness incident to such an establishment, however, 
one can readily see how the use of a limited 
number of form letters, such as these, means a 
tremendous saving in time and expense. 



CHAPTER XI 

MISCELLANEOUS BUSINESS LETTERS 

It is purposed in this chapter to take a number 
of letters from actual business and comment upon 
their general style or rewrite those which are 
glaringly inaccurate. By the latter means we hope 
to show clearly what well written correspondence 
means. Often a very slight " twist " makes a 
tremendous difference. 

Gentlemen : 

Replying to yours of the 5th, rela- 
tive to the 80 cts. charges you were 
obliged to pay on the express shipment 
of Sec. 1st, 1 pc. 27 yd/Voile /ete 
We have taken this up with the mill, 
and upon their report, we will advise 
you. Asking your indulgence mean- 
while, we are 

Yours truly, 

The date here is not clear. " The 5th inst.," 
or better still, " April 5th," would leave no room 

141 
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for doubt. The opening sentence has no verb. 
The closing is in commendable style, the last 
sentence being quite courteously put, " asking your 
indulgence meanwhile, we are," etc. Rewritten 
the letter would balance better as follows : 



(B) 

Gentlemen : 

We acknowledge your favor of 
April 5th, and regret that we have not 
immediate information in regard to the 
excess charge of 80 cts. which you were 
obliged to pay on the express shipment 
of Dec. 1st on 1 pc. (27 yds.) Voile 
Melang. 

We have taken the matter up with the 
mill, however, and upon receipt of their 
report we will advise you. 

Asking your indulgence meanwhile, 
we are 

Yours truly, 



DISCOURTESY TO A CUSTOMER 

An example of an unfortunately worded letter 
asking for a return of sample sent a prospective 
buyer : 
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(A) 

Gentlemen : 

197/40 is the only brown we 
have in stock and we could not think of 
selling you that one style at any such 
price as 50c. We supposed that when 
we sent you the sample piece it was for 
you to buy a quantity from. Please 
return it. 

Tours truly, 

While the man who wrote this letter may not 
have been conscious of its curtness and unfortu- 
nately peremptory tone, nevertheless it leaves a 
rather bitter impression. The very short order 
" Please return it " would determine most of us 
not to trouble that firm very often unless con- 
ditions absolutely demanded it. How much more 
pleasant and reasonable the following would have 
been ; remember there is such a thing as holding 
a customer if you cannot always give him the goods 
he may want. 

Gentlemen : 

We much regret that No. 197 /40 
is the only brown we have in stock. 
These goods are of such quality as to 
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make it impossible for us to sell only one 
style at 50c. It was our impression 
when we sent you the sample tnat you 
desired to purchase a large quantity. 

If you still feel that 50c. is your limit 
we would thank you for the return of 
the sample, expressing the hope, however, 
that we shall be able to meet your needs 
at some future time. 

Very truly yours, 

Acknowledging an Order 

Gentlemen : 

Yours of the 29th inst. at hand. 
"We have booked your order for one 
piece each of patterns 114 and 123 
Beechburn checks, which we will ship at 
once. 

Thanking you for the order, we re- 
main 

Yours truly, 

This is a brief and satisfactory letter acknowl- 
edging receipt of an order, except for the con- 
ventional opening. Avoid so far as possible the 
use of such commonplaces as " Yours of the 29th 
inst. at hand." 
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Reply to an Inquiry 

The following is a good example of a courteous 
reply to an inquiry which has not been sufficiently 
clear as to the information needed. 

Dear Sir : 

We are in receipt of your card 
dated 14th instant, and are mailing to 
you under separate cover a copy of our 
latest general catalogue, and the January 
number of our quarterly publication " The 
Launch." 

Inasmuch as you have given us no idea 
as to the size or type of boUt in which 
you are interested, and on account of the 
varied line of boats and motors which we 
are building, it is not possible for us to 
write you with any detail at this time. 
We would refer you therefore to our 
sales agent, Mr. S. H. Davis, 430 Broad 
Street, Greenville, New Jersey, who will 
be able to give you any information de- 
sired in regard to our outfit, and can also 
quote you lowest prices. 

Thanking you for your inquiry, and 
trusting that you will see your way clear 
to place your order for a Bennett Launch, 
we are 

Yours very truly, 
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From a Paper Manufacturer 

The two letters following are fine and rather 
unusual illustrations, actually used by one of the 
leading paper manufacturing concerns in the 
United States. There is something distinctive 
and personal about them. They win your respect 
as well as attention. 

(1) 
DeAr Sir : 

We have your favor of the 23rd 
inst., and as requested are enclosing; a 
specimen book of our bond paper. While 
the paper must prove its own best advo- 
cate, we suggest that : 

We can make no attempt to compete 
with ordinary bond papers on first cost. 
Our claims for your consideration are 
based entirely upon final results. 

The value of Brookdale Bond lies not 
so much in the keen personal satisfaction 
you will find in using the clean, crisp 
sheets, as in the influence the paper adds 
to the messages it carries. 

Modern business is done by letter. 
Stationery that was considered good four, 
three, or even two years ago, does not 
measure up to the standard of to-day. 
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Letters and literature claim our attention 
on all sides, and if they are to step out 
from the mass, they must stamp the in- 
dividuality of the writer. Brookdale 
invariably bespeaks consideration — it 
prohibits the waste-basket habit, so to 
speak. 

Your printer or lithographer can 
supply Brookdale Bond. If you have 
any trouble in securing either paper or 
envelopes, please advise us and we will 
see that the difficulty is removed. 

Yours very truly, 

(2) 

Deae Sib : 

On the assumption that you will 
be interested in a social stationerv dis- 

4/ 

tinctly for men, we take pleasure in 
enclosing a small portfolio describing 
Lawrence Linen in boxed form, and con- 
taining a sample of the stationery. 

The soft, flabby, « fabric" finished 
sheets " put up to sell," leave a negative, 
or at least, a neutral impression. The 
clean, strong sheets of Lawrence Linen 
will tell to your correspondent some- 
thing of your character and individuality 
— they will suggest the pride one takes 
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in his surroundings — in other words, 
Lawrence Linen will represent rather 
than misrepresent you. 

It will be more convenient for you to 
purchase the stationery of your local 
dealer, but if you should have the least 
difficulty, we will supply you at the 
prices in the portfolio, prepaying the 
carriage. 

Yours very truly, 



A Tailor's Letter 

In the next letter the writer commits the 
popular error of closing inappropriately with the 
phrase, " Soliciting your patronage, Yours truly." 
The transition is markedly abrupt. The mere in- 
sertion of " I am " would not only make it sound 
better but give it a more complete appearance. 
Considerable improvement could be made in the 
body of the letter also. Below the original is the 
rewritten letter. 

(A) 

Dear Sir : 

In looking over our order book, I find you 
ave not as yet placed your order for spring 
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clothes and being desirous of continuing my busi- 
ness relations with you, would appreciate an early 
call so as to give me an opportunity to show you 
the latest designs in this season's fabrics. 
Soliciting your patronage, 

Yours truly, 

(B) 

Dear Sib : 

Your name caught my attention 
as I was looking over our order book 
recently as that of one who had not placed 
an order for spring clothes. 

Being desirous of continuing my busi- 
ness relations with you, you can feel as- 
sured that I shall appreciate an early 
call. It will be a pleasure to show you 
the latest designs in this season's fabrics 
in the confidence that comparison will 
continue you as one of our regular and 
well-pleased customers. 

Our well known policy is : " Samples 
Gladly Given ; Comparison Pays." 

We have just received some English 
tweeds that are quite unusual in pattern 
and price. May I not send you two or 
three samples ? 

Yours truly, 
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The first letter as actually written showed an 
absence of margin, and the message was put in one 
paragraph. Its general lack of style makes it in- 
effective. 

To Explain Delay 

In writing a letter conveying regret at in- 
ability to get an order through on time one may 
exercise considerable diplomacy. The following, 
sent by a carpet manufacturer, could have been 
better written and would have demonstrated the 
situation somewhat more satisfactorily than by 
the rambling manner in which it is set. 

(A) 

Gentlemen : 

In reply to your letter of 17th, 
beg to say we are hurrying 3217 — 8' 3" 
x 10' 6" all possible and have part of the 

Pattern in loom at the present time, 
'he necessity of getting out samples for 
the new line has delayed our getting out 
pattern 3217— 8' %" x 10' 6", as well as 
many others in various sizes, more than 
we expected. 

We assure you that we regret we have 
been unable to ship this pattern before 
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this time and will do our very best to 
ship same -at the earliest moment. Pres- 
ent indications on this pattern are that it 
will be ready for shipment in a week or 
ten days. 

Yours truly, 

The continual repetition of "this pattern" is 
unpleasant as well as improper. To say that you 
will ship at the earliest moment and then go on 
to say that present indications show that it will 
be ready for shipment in a week or ten days is 
unnecessary. " Beg to say," " all possible," " to 
ship same," are all awkward expressions, to say 
the least. 

Note how much difference there is in direct- 
ness and style of the following corrected copy : 

Gentlemen : 

Your favor of the 17th inst, with 
reference to pattern 3217—8' 3" x 10' 6" 
had our immediate attention. We are 
making all possible haste in getting this 
order through for you ; in fact part of 
the pattern is in the loom at the present 
time. 

Unexpected delay, occasioned by the 
necessity for getting out samples for the 
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new line, has kept us from filling, orders 
promptly on the number which you are 
waiting for, as well as many others in 
various sizes. 

We assure you that we very much re- 
gret the delay. Present indications are 
such, however, as to make us believe that 
we will be able to ship the goods in a 
week or ten days. 

Yours truly, 

You will notice that this letter avoids the use 
of the worn phrase "in reply to your etc.," as 
well as the clause "beg to say." Try to avoid 
the use of the word " beg " wherever possible. 

To Sell Wire Fencing 

The following letter in response to a request 
for information on wire fencing is well chosen, 
as it answers very nicely a mere request for 
catalogue and for no specific feature of the 
fencing. It is so constructed as to create a kindly ' 
feeling, which tends to promote further business 
intercourse. 

Dear Sir : 

In accordance with your request 
of recent date, we take pleasure in mail- 
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ing under separate cover, catalogue and 
circulars of the line of fencing, gates, etc., 
manufactured by us. 

We presume, from your having asked 
for a catalogue, that you expect to pur- 
chase wire fencing. We want your 
orders, and as we are not at present rep- 
resented by a dealer at your point, we 
enclose a price-list in which we have in- 
serted special net prices on farm and 
poultry fencing, and have quoted a special 
discount on extras. 

We will pay the freight on shipments 
of 40 rods or more, and include without 
charge one set of Standard stretchers 
with each 40 rods of fencing. 

We do not enter into the merits of 
Keystone fencing in this letter, but ask 
that you carefully examine the catalogue 
and circulars, and we believe you will 
agree with us that the Keystone is the 
best woven wire fencing on the market. 

Thanking you for the inquiry and 
hoping to receive your orders, we are 

Yours truly, 

To Satisfy a Complainant 

This letter is worthy of reproduction because 
firms so often endeavor to evade the point or at 
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least make it uncomfortable for the one bringing 
the complaint. There is dignity and an air of 
sincerity about this transaction : 

Dear Madam : 

We have your valued favor of 
recent date and we are requesting the 
publishers to forward you volumes one, 
five and seven to replace the defective 
ones. We are also sending you the re- 
mainder of the bookcase and trust you 
will receive the same within a very few 
days. 

You may return the 'imperfect books 
by express, marking them with the en- 
closed tag and placing a slip in each 
pointing out the defect. 

Yours very respectfully, 

To Correct an Error 

The following letter is an adequate expression 
in the matter of an overcharge or error in ac- 
counts : 

Gentlemen : 

In checking your invoice of Sept. 
27th, we find that you made an error of 
$1.00 in the deduction of the commission ; 
$1.50 from $5.27 should be $3.77 instead 



i 



BUSINESS LETTERS 155 

of $4.77, as you have it. We remitted 
you Oct. 26th, $4.77. 

Kindly remit us the $1.00 overpaid 
you, and oblige 

Yours respectfully, 



A Straightforward Proposition 

This letter is interesting as a straightforward 
proposition to users of a certain grade of heavy 
papers. It is sent by a large paper concern : 



Dear Sirs : 

We do not know whether you use 
or handle Butchers' Straw Paper, but if 
you do, we wish you to know that we are 
in position to furnish you with a No. 1 
article at the lowest possible price f . o. b. 
your city, if shipped m carload lots. 

We have a capacity of over Twenty 
(20) Tons per day. Our basis of weight 
is 18 x 26-50lbs. to 480 sheets ; we do not 
make lighter weight papers at this mill. 

We can furnish this paper in sheets, 
flat or folded, or in Ham paper sizers for 
Packers' use ; also in 9-in. diameter Kolls, 
or Jumbos, as may be desired. 
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We have the pleasure to enclose sample 
of the paper we are making, and will be 
glad to hear from you if in the market. 

Yours very truly, 

Another feature of this letter is the correct use 
of the abbreviation f. o. b., meaning "free on 
board" to Philadelphia or wherever the city of 
the addressee may be. 

Sending Samples 

Note in the following letter the direct state- 
ment and means of immediate communication for 
shipment at once — " wire us your orders " : 

Dear Sir : 

We are sending you by mail under 
separate cover, sample card of a new 
Shepherd Check in Arnold Serge, which 
we have just made to meet the great de- 
mand we are having for such a style in 
this cloth. 

We can make immediate delivery of 

foods and samples and would ask you to 
indly wire us your orders at the earliest 
opportunity, so that they can be filled 
from the goods that are now ready. 

Yours very truly, 
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To a Plumbing Supply House 
Each business develops a u vernacular," that is, 
words peculiar to the particular line; but the 
advertiser has given the unusual note to our 
modern correspondence. The example here 
chosen is an actual letter sent to a plumbing 
supply house, outlining the use of a certain 
medium for getting their " line " before the 
public. The use of such terms as "seasonable 
hot air " while intelligible to the general public 
is not calculated to improve the business reputa- 
tion of the firm. On the whole, however, the 
letter aptly illustrates a type of the interesting 
and chatty style much used by advertising men. 

Gentlemen : 

At the suggestion of your Mr. 
Blank we take pleasure in quoting you a 
price of $41.67 per month on an annual 
contract for an edition of 3,000 of our 
novelty blotters, in two colors, on 120 lb. 
stock. It is understood that we will sub- 
mit copy for the entire series at one 
time together with the twelve different 
poses of the model. If we can deliver 
the whole 36,000 at one time, we shall 
be glad to allow you a discount of 10 % 
on tne above price. 
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It is our idea to dress a model as a 
plumber's helper, and unless you advise 
us to the contrary we would use the 
model whose picture we send under 
separate cover, whom we know to be 
very bright and an artist at posing. 

The copy would be the homely sayings 
of the helper, who not only knows all 
about the business, but also where to 
purchase his supplies. We would prefer 
to have him talk on a different specialty 
each month, and if the same were not 
too large he could of course hold it in 
his hand and give a little talk on its 
merits. In addition to this we would of 
course work in a little seasonable hot air 
that would tend to make the whole 
readable. 

We would suggest that you send out a 
plain circular of the specialty under dis- 
cussion each month, in the same envelope 
with the blotter, as we believe this would 
add very much to the direct results. 

We enclose a copy of a letter just re- 
ceived from one of our customers who 
has had three lots of similar blotters. 
We believe this plan would come right 
down to the level of the plumbers, and 
make a decided hit. 
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The idea is entirely a new one and, we 
believe, strikingly good. We will of 
course allow you the privilege of passing 
on all of the work before its completion. 

Very truly yours, 

Note how much simpler and better " if it were 
not too large " would be in the third paragraph 
of the letter above, instead of " if the same were 
not too large." " The same " is a very poor and 
overworked expression in business letters. It 
occurs again in the next letter. 

A Printer's Letter 
This is a letter asking for the privilege of esti- 
mating on a printing job : 

Dear Miss Brown: 

As your class is probably thinking 
about publishing a class record, I would 
be pleased if you would favor us with an 
opportunity of estimating on the same 
for you. 

We are very familiar with the making 
of books of this character, and have 
manufactured the class record of the 
University of Pennsylvania for many 
years ; and have also done the printing 
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of Bryn Mawr College (both for the 
faculty and students), and of Drexel 
Institute. At present we are printing 
the " Iris," and manufactured the class 
record for A6 which was so much ad- 
mired last year. 

Very truly yours, 



CHAPTER XII 

HELPFUL SUGGESTIONS 

These are the proper abbreviations to use in 
business letter writing. Do not forget, however, 
that excessive abbreviation shows hurry and 
slovenly style. 

Months of the year : 

Jan January. 

Feb February. 

Apr. ...: April. 

Aug August. 

Sept September. 

Oct October. 

Nov November. 

Dec December. 

The other months are written in full. 

Business terms: 

Agt. Agent. 

A. M. meaning before noon (Ante 

Meridian). 

Asst. Assistant. 

c i. f. meaning cost, insurance, 

freight. That is, that all the 
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cost for packing, the cost of 
the goods, insurance, freight, 
etc., is included in the price. 
Oor. See. Corresponding Secretary. 

e. g. for example (exempli gratia). 

et. aL and others, from et alii. 

etc. et cetera or and so forth. 

f. o. b. free on board ; means that all 

the charges up to and includ- 
ing the placement upon train 
or vessel is included in the 
price. 

i. e. that is, from id est. 

inst meaning instant, or present 

month. 

M. Meridian or noon, from Meri- 

dies. 

Mfg. Manufacturing. 

Mgr. Manager. 

MS. or MSS Manuscript or manuscripts. 

p. or pp page or pages. 

P. M. Afternoon, or Post Meridian. 

Prest. President. 

prox. coming month, from proximo. 

E. E. Eailroad. 

Ey.orEwy Eailway. 

Sec. Secretary. 

St. or Sts. Street or Streets. 

Supt. Superintendent. 

Treas. Treasurer. 

ult. last month, from ultimo. 

viz. namely or to wit, from videl- 

icet. 
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Words and Phrases to be avoided in Business Letters : 

" Your valued. 7 ' 

"Esteemed." 

" Said," as in " said argument." 

"The same, 7 ' as in " will send the same." It is 
always better to use "it," or repeat the noun. 

" Beg to advise." 

"Beg to remain." 

"Beg to reply.' 9 

"Yours at hand." 

' ' Yours received. } ' 

" YVsresp." 

"Would say." 

Use of per for " by," as in writing of signatures. 

"Attached," where no attachment really exists. 

" Trusting," when used to excess. 

All such phrases as "hereby," "herewith," 
"hand you," etc., when used to excess; the latter 
is incorrectly used in a letter as "hand you here- 
with," when it means." enclosed herewith." 



Cablegrams and Telegrams 

The first thing to be observed in sending either 
a telegram or a cablegram is brevity. Here one 
must condense to the utmost and be very careful 
as to the clear meaning of the message sent. All 
unnecessary words must be left out as they only 
add to the expense. Thus in addressing by cable 
Lit Brothers, Philadelphia, you would use the term 
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" Brolit? or the Animal Trap Company, New 
York, " Trapco." In telegrams this care need 
not be taken, as you do not have to pay for 
the address as you do in cable messages. Codes 
are used in cabling and in telegraphing where 
the number of words is large or secrecy is de- 
sired. 

Thus in ordering from some large publishing 
houses you are furnished with code words as 
" Brilliant," " Burgundy," " Castleman," each of 
which means a publication of a certain kind at a 
given price. 

Codes 

In using codes it is sometimes necessary to go 
by various editions, also, as " A. B. C. Code, 4th 
edition." No code word will be accepted if it 
contains more than ten characters. In unpro- 
nounceable code words, each letter is figured as a 
word in fixing the charge. If code words and 
plain words are used in a message each code word 
and each plain word is counted, and all plain words 
with letters in excess of ten are charged for, 
every ten letters or fraction thereof as a word. 
Words of more than fifteen characters are charged 
as two words. 



BUSINESS LETTERS 165 

Telegraph Charges 

The rules of the telegraph companies as to what 
shall be counted and charged for in a message are 
substantially as follows : 

All words, figures, and separated letters in the 
body of the message, that is to say, all ordinary 
words such as are in the dictionary, initial letters, 
surnames of persons, names of cities, towns, vil- 
lages, states, or territories, or names of provinces 
in Canada ; also all abbreviations of weights and 
^|l measures in common use will each be counted as 
a word. In names of countries each word will be 
counted. 

Figures, decimal points, marks of division, such 
as hyphens and punctuation, and letters, except 
pronounceable groups of letters used as code words, 
will be counted each separately as one word. In 
numbers, as 1st, 2nd, etc., the st, d, nd, th will be 
each counted as one word. A common abbreviation 
as, A. M., P. M., F. O. B., C. O. D., O. K, and 
per cent., will, however, be counted as one word. 

Thus McFaul is one word; O'Brien is one 
word ; Smith, Jr., is two words ; New York, one 
word ; New York State, two words ; 35.22, five 
words ; All right, two words ; Cwt., one word ; 
100, three words ; Lbs., one word ; Cantanked, 
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one word ; Astrological, two words ; Citpliarb, 
nine words. 

Messages Classified 

Telegraph messages are either of three classes, 
the day message, for which the regular rate is 
charged ; the night message, which is to be de- 
livered as soon as possible in the morning, for 
which less than the ordinary rate is charged ; and 
the repeated message, which is to prevent incorrect 
wording and for the repeating of which one-half 
of the usual rate is charged in addition. The 
"night letter," fifty words, sent at night and 
delivered in the morning, is also much used 
recently. The usual charge is the same as for 
the ten-word day message. 

The law requires messages to be transmitted 
exactly as sent, and upon request the sender may 
get a duplicate from the company as to the exact 
nature of the message sent. This may become 
important as evidence in case of dispute. 

Money may be sent by telegraph. The cost, 
including a charge for the necessary expense to 
make the transfer, and a second charge accord- 
ing to a fixed rate established by the company for 
various amounts. 
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The telegraph companies make a minimum 
charge for messages, usually upon a basis of ten 
words. The cost of sending cablegram messages 
is quite high, sometimes being as high as two 
dollars per word. 



V 



CHAPTER XIII 

POSTAL INFORMATION 

The Organization of the Post- Office : 

Besides the receiving and transmission of mail 
matter the post-office department of the govern- 
ment has separate divisions which look after the 
special work of the office. These are, the Money 
Order Division, Registry Division, Dead-letter 
Office, Special Delivery, and Rural Free Delivery. 

As to the classification of Domestic Mail Matter 
in the United States the conditions are as follows : 

First Class includes all written matter and matter 
closed to inspection. 

Second Class includes newspapers and periodicals 
bearing notice of entry as second-class matter. 

Thvrd Class includes all printed matter upon 
paper not having the nature of actual, personal 
correspondence, except newspapers and periodicals 
bearing notice of entry as second-class matter. 

Not included : Articles bearing print, such as 
blotting paper, envelopes, letter and bill heads, 

168 



BUSINESS LETTERS 169 

wrapping paper, and all substances other than 
paper. 

Fourth Class includes merchandise and all other 
matter not comprehended with first, second, and 
third classes. 

As to the Weight of Articles in the Mail : 

The limit of weight of matter in the domestic 
mails is four (4) pounds for each package, except 
single books, documents published or circulated 
by order of Congress, single volumes of reading 
matter for the blind on which the limit of weight 
is ten (10) pounds, and second-class matter. It is 
well to note that matter of a higher class enclosed 
with matter of a lower class subjects the whole 
package to the higher rate. 

Domestic Mail Matter Defined. — Domestic mail 
matter includes matter deposited with mails for 
local delivery or for transmission from one place 
to another within the United States, or to or from 
or between the possessions of the United States. 
Porto Eico and Hawaii are included in the term 
" United States." 

The Philippine Archipelago, Guam, Tutuila 
and the Canal Zone are included in the term 
"Possessions of the United States." The term 
"Canal Zone" includes all the territory pur- 
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chased from the Eepublic of Panama embracing 
the " Canal Zone " proper and the islands in the 
Bay of Panama named Perico, Naos, Culebra, 
and Flamenco. 

Domestic rates of postage apply to mail matter 
sent from the United States to Canada, Cuba, 
Mexico, the Republic of Panama, and the United 
States postal agency at Shanghai, China, and 
matter addressed to officers or members of the 
crews of vessels of war of the United States. 



Classification for Postage Rates 

Domestic mail matter is divided into four 
classes. 

First Class. — Rate, two cents for each ounce 
or fraction thereof. Limit of weight, four pounds. 
United States postal cards, one cent each; post 
cards, one cent each. In includes letters, United 
States postal cards, post cards manufactured by 
private persons, all matter sealed or otherwise 
closed to inspection, and all matter wholly or 
partly in writing, whether sealed or unsealed. 
Typewriting and carbon copies and letter-press 
copies of typewriting are written matter and sub- 
ject to the first-class rate. 
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Second Class — Unsealed. — Rate, one cent for 
each four ounces or fraction thereof. Full pre- 
payment required. No limit of weight. 

This is the rate which applies to newspapers 
and other periodical publications bearing notice 
of entry as second-class matter, when they are 
mailed by the public. 

Third Class — Unsealed. — Rate, one cent for 
each two ounces or fraction thereof. Full pre- 
payment required. Limit of weight four pounds, 
except it be a single book. 

Includes: Books, newspapers and periodicals 
not admitted to the second class, circulars, mis- 
cellaneous printed matter on paper not having 
the nature of personal correspondence, and proof 
sheets, corrected proof sheets, and manuscript 
copy accompanying the same, and matter in point 
print or raised characters used by the blind. 

Fourth Glass — Unsealed. — Rate, one cent for 
each ounce or fraction thereof, except seeds, bulbs, 
roots, scions and plants, which are one cent for 
each two ounces or fraction. Full prepayment 
required. Limit of weight, four pounds, except it 
be a single book. 

Prepayment of Postage. — Postage on all do- 
mestic mail matter must be prepaid in full at the 
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time of mailing by stamps affixed, except as 
follows : 

(a) Letters of United States soldiers, sailors 
and marines when marked " Soldier's letter," 
" Sailor's letter," or " Marine's letter," as the case 
may be, and signed thereunder by an officer with 
his name and official designation. 

(5) A letter bearing only a special delivery 
stamp. This provision applies to special delivery 
letters onlv. 

(c) First-class matter, prepaid one full rate, 
two cents. 

Note. — In each of the above cases the matter 
will be forwarded to destination and the unpaid 
postage collected on delivery at single rates only. 

(d) Matter of the third and fourth classes 
mailed in quantities of not less than 2,000 identical 
pieces upon which postage is paid in money. For 
an interpretation of the act covering this matter, 
inquiry had best be made of the postmaster. 

Note. — Postage due stamps, internal revenue 
stamps, or embossed stamps cut from stamped en- 
velopes, or stamps cut from postal cards will not 
be accepted in payment of postage. 

Postage Due : 

1. Matter of the first class prepaid one full rate 
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— two cents — will be dispatched with the amount 
of deficient postage rated thereon, to be collected 
on delivery. 

2. The weight of matter at the mailing office 
determines the amount of postage chargeable 
thereon, and therefore the amount of due postage 
rated at the mailing office on short-paid matter 
will be collected on delivery at the office of ad- 
dress. 

Note. — A decided down weight is required to 
subject matter to an additional rate of postage. 

3. Mail matter (including that of the first 
class charged with the deficient postage at the 
mailing office) inadvertently reaching its desti- 
nation without full prepayment of postage will 
be rated with the postage due thereon by the 
receiving postmaster. The deficient postage will 
be collected of the addressee on delivery. 

4. On all matter which, through inadvertence, 
has been transmitted in the mails and reaches its 
destination without any evidence of prepayment 
of postage, double rate due postage will be re- 
quired. Unpaid " drop letters," soldier's, sailor's 
and marine's letters properly indorsed are ex- 
cepted from this rule, the single rate only being 
required. 
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5. Mail matter (except special-delivery letters) 
reaching its destination bearing stamps other than 
ordinary postage stamps, and in lieu thereof, will 
be treated as wholly unpaid, and double rate due 
postage will be required thereon. 

6. On ship letters not fully prepaid with 
United States ordinary postage stamps at double 
the regular rate, due postage for the deficiency 
will be required of the addressee on delivery. 

7. Due postage must be paid in money, and 
postage due stamps corresponding in amount 
must be affixed to the matter by the postmaster 
before delivery. 

Drop Letters : 

1. A " drop " letter is one addressed for de- 
livery at the office where mailed. 

2. Drop letters mailed at letter-carrier offices, 
or at offices which are not letter-carrier offices if 
rural free delivery has been established and the 
persons addressed can be served by rural free- 
delivery carriers, are subject to postage at the 
rate of two cents for each ounce or fraction 
thereof. 

3. When mailed, for delivery at post-offices 
where the letter-carrier service is not established, 
or at offices where the patrons cannot be served 
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by rural free-delivery carriers, the rate is one 
cent for each ounce or fraction thereof. 

4. There is no drop rate on mail matter other 
than letters. 

5. A request upon a drop letter for its return 
to the writer at some other post-office, if un- 
claimed, cannot be respected unless it has been 
prepaid with one full rate (two cents) of postage. 

6. Letters mailed at a post-office for delivery 
to patrons thereof by star-route carrier, and 
those deposited in boxes along a star-route or 
rural free-delivery route, are subject to postage 
at the rate of two cents an ounce or fraction 
thereof. 

Third Class Matter : Printed Matter Defined. 
— Printed matter under the following conditions 
is third-class matter : 

Printed matter is the reproduction upon paper 
by any process, except handwriting and type- 
writing, not having the character of actual per- 
sonal correspondence, of words, letters, characters, 
figures or images, or any combination thereof. 
Matter produced by the photograph process (in- 
cluding blue prints) is printed matter. 

Circulars. — A circular is defined by law to 
be a printed letter which, according to internal 
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evidence, is being sent in identical terms to 
several persons. A circular may bear a written, 
typewritten or hand-stamped date, name and ad- 
dress of person addressed and of the sender, and 
corrections of mere typographical errors. 

Where a name (except that of the addressee 
or sender), date (other than that of the circular), 
figure, or anything else is written, typewritten, 
or hand-stamped in the body of the circular for 
any other reason than to correct a genuine typo- 
graphical error, it is subject to postage at the first- 
class (letter) rate, whether sealed or unsealed. 

There is an exception, however. If such name, 
date,, or other matter be hand-stamped, and not 
of a personal nature, the character of the circular 
as such is not changed thereby. 

Reproductions or imitations of handwriting 
and typewriting obtained by means of the print- 
ing press, neostyle, hectograph, multigraph, or 
similar process will be treated as third-class 
matter — provided they are mailed at the post- 
office window or other depository designated by 
the postmaster in a minimum number of twenty 
perfectly identical, unsealed copies separately ad- 
dressed. If mailed in a less quantity they will be 
subject to the first-class rate. 
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"Wrapping of Mail Matter ? 

All mail matter should be so wrapped as to 
safely bear transmission without breaking or in- 
juring mail bags or the contents of mail bags or 
the persons of those handling them. 

Note. — Many articles, such as calendars, draw- 
ings, spectacles, watches, books, etc., are damaged in 
the mails for the reason that they are not securely 
and sufficiently wrapped to withstand the weight 
and handling to which they are necessarily sub- 
jected. It should be borne in mind that such 
articles are thrown into bags with other mail 
matter, and when addressed to small towns, where 
the mail trains do not stop, the bags containing 
them are thrown from fast moving trains upon 
the ground. 

Second, third and fourth-class matter must be 
so wrapped or enveloped that the contents may 
be examined easily by postal officials. When not 
so wrapped, or when bearing or containing writ- 
ing not authorized by law, the matter will be 
treated as of the first class. 

Unmailable Matter 

Unmailable domestic matter — that is, matter 
which is not admissible to the United States 



178 BUSINESS LETTERS 

mails for delivery in the United States or in any 
of its possessions — includes : 

1. All matter illegibly, incorrectly, or insuffi- 
ciently addressed. 

2. All transient second-class matter and all 
matter of the third or fourth class not wholly pre- 
paid ; and letters and other first-class matter not 
prepaid one full rate — two cents. 

3. All matter weighing over four (4) pounds, 
except second-class matter, single books, and 
documents printed and circulated by authority of 
Congress. 

4. All matter harmful in its nature, as poisons, 
explosives and the like. 

5. Libelous, defamatory, threatening or ob- 
scene matter. 

6. Postal, post or other cards having on them 
any terms or language of an indecent, libelous, 
defamatory or threatening character, or in terms 
intended to reflect injuriously upon the character 
or conduct of another. 

7. Post cards, bearing particles of glass, metal, 
mica, sand, tinsel, or other similar substances, are 
unmailable, unless they be covered by some means, 
as an envelope, transparent or otherwise. 

8. All matter concerning any lottery, so-called 
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gift concern, or other enterprise of chance, or con- 
cerning schemes devised for the purpose of obtain- 
ing money or property under false pretenses. 

Delivery of Mail Matter • 

1. The object here is to insure and expedite 
the delivery of mail matter to the person for 
whom it is intended by the writer, but mail 
addressed to a minor is subject to the orders of 
the parent or guardian upon whom the addressee 
is dependent. 

2. A letter addressed to one person and to the 
care of another should be delivered to the first of 
the two who calls for the mail, unless the ad- 
dressee's instructions as to the treatment of his 
mail preclude its delivery to the " care." 

3. When the application for registered mail is 
unknown at the post-office he should be required 
to prove his right to receive the mail called for. 

Return of Mail Matter 

1 . The only kind of domestic mail matter that 
is returnable to the sender without additional 
postage for such service, when undeliverable, is 
letters and other first-class matter prepaid one full 
rate (two cents); official matter mailed under 
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penalty .envelope or frank, and double postal 
cards, bat not single postal cards nor post cards 
(private mailing cards). 

2. First-class matter indorsed " After 

days, return to , ," if not delivered, 

will be returned at the expiration of the time in- 
dicated on the envelope or wrapper. If no time 
be set for return the matter will be returned at 
the end of thirty days. The sender has the right 
to lengthen or shorten the time set by subsequent 
direction to the postmaster, but the matter must 
remain in the post-office for delivery at least three 
days. 

3. Unclaimed letters bearing the card of hotel, 
school, college, or other public institution, which 
has evidently been printed upon the envelopes to 
serve as a mere advertisement will not be returned 
to the place designated unless there is also a 
request therefor. 

4. Second, third, and fourth-class matter is re- 
turnable to the sender only upon new prepay- 
ment of postage for second-class matter, at the 
rate of one cent for each four ounces or fraction, 
and for third *uid fourth-class matter the rate 
with which t Aras chargeable when originally 
mailed. 
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5. When undelivered mail matter of the third 
and fourth classes is of obvious value, the sender, 
if known, shall be given the opportunity of pre- 
paying the return postage or accepting delivery 
to himself, or upon his order, at the office where 
it is held upon the payment of one cent postage 
for each card notice given him. If the requisite 
postage (in either postage stamps or money) be 
received within two weeks (or if the matter be 
from Alaska, within ninety days, or if it be from 
other remote places, within four weeks), the 
matter will be returned. Otherwise it will be 
sent to the Division of Dead Letters. 

6. The sender of second, third, and fourth- 
class matter not of obvious value can cause a 
notice of non-delivery to be sent to him by placing 
thereon the following request : 

"If not delivered within days, post- 
masters will please notify , who will pro- 
vide return postage." 

7. Whenever the senders of undeliverable 
second, third, and fourth-class matter bearing the 
above request habitually fail to redeem the pledge 
to provide return postage, postmasters will inform 
them that thereafter no notice to remit the same 
will be sent. 
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Forwarding Mail Matter 

1. Only first-class matter can be forwarded 
from one post-office to another without a new 
prepayment of postage. This includes letters and 
other first-class matter prepaid one full rate (two 
cents), parcels fully prepaid at the first-class rate, 
postal cards, post cards (private mailing cards), 
and official matter. 

2. A new prepayment of postage on matter of 
the second, third, and fourth classes must be made 
by the addressee, or some one for him, every time 
it is forwarded, as follows : 

(a) Second-class matter, one cent for each four 
ounces or fraction thereof. 

(b) Third and fourth-class matter, the same 
rates as were chargeable thereon when originally 
mailed. 

3. It is not permissible for a person forward- 
ing mail matter of the first class to place thereon, 
or on a label pasted thereto, any printing or 
writing not necessary to have the matter properly 
forwarded. Such additions subject the matter to 
a new prepayment of postage. 

Except where mail matter is sent to a dis- 
continued post-office, when the Department will 
send it without additional charge to such place as 
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the addressees may designate. Also mail matter 
sent to persons in the civil, military or naval 
service of the United States will, when change of 
address is occasioned by orders, have their mail 
forwarded without extra cost. 

How to Kecall Mail Matter 

The sender may recall mail matter under 
certain regulations fixed by the government. It 
is required that all applications for the recall of 
mail must be made to the postmaster at the mail- 
ing office on a blank provided for that purpose. 
Separate blanks are provided for recall before 
dispatch and after dispatch. The application for 
recall before dispatch must contain the following 
information : When mailed, where mailed, how 
addressed, the content of the return card, a de- 
scription of the envelope, the amount of postage 
prepaid, together with a statement of the reasons 
why the applicant desires to recall the matter in 
question. The application for recall after dis- 
patch must contain, in addition to the foregoing 
information, an agreement on the part of the 
applicant to protect the postmaster from any and 
all claims made against him for the return of 
such mail matter, and to indemnify him fully for 
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any loss he may sustain by reason of such action. 
The sender must also deposit with the postmaster 
a sum sufficient to cover all expenses incurred, 
and he must agree to deliver to him the envelope 
or wrapper of the mail matter recalled. A de- 
scription of the mail matter is telegraphed to the 
postmaster at the place contained in the address, 
or to the railway postal clerk in whose custody 
the matter is known at the time to be, with a 
request to return it. On the receipt of such re- 
quest, the postmaster or postal clerk will return 
the matter desired. 

All applications for the recall of any article 
of mail matter, together with proofs submitted 
therewith, the sender's receipt for such matter, 
and the envelope or wrapper in w r hich it was en- 
closed must be carefully filed at the mailing 
office. The mail must not be delayed or the 
business of the post-office retarded in order to 
search for mail matter desired to be with- 
drawn. 

Foreign Rates 

The rates applying to all foreign countries other 
than those to which the domestic rate applies (see 
Domestic Rates, p. 170), are as follows : 
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Cents 
Letters, for each half ounce or fraction 

of half ounce 5 

Single postal cards (including souvenir 

cards), each 2 

Double postal cards (including souvenir 

cards), each 4 

Printed matter of all kinds, for each two 

ounces or fraction thereof 1 

Commercial paper, for the first ten 

ounces or less 5 

And for each additional two ounces or 

fraction thereof. 1 

Samples of merchandise, for the first four 

ounces or less 2 

And for each additional two ounces or 

fraction thereof 1 



Customs Duties 

Articles of merchandise are not excluded from 
the mails for foreign countries because they may 
be liable to customs duties in the countries to 
which they are addressed. Customs duties can- 
not be prepaid by the senders of dutiable articles ; 
they will be collected of addressees if the articles 
are delivered. 

Dutiable articles forwarded to the United States 
from foreign countries are delivered to addresses 
at post-offices of destination upon compliance 
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with certain conditions and the payment of the 
duties levied thereon. 

Dead Letters 

All inquiries relative to mail matter known 
to have been sent to the Division of Dead Letters 
should be addressed to the Fourth Assistant 
Postmaster-General, Division of Dead Letters ; 
and in such cases the letter of inquiry must state 
to whom and what post-office the article was 
addressed and give the name and full address 
of the writer or sender, the date and place of 
mailing, and a brief description of the contents. 

Record is kept in the Division of Dead Letters 
only of letters or parcels which contain valuable 
enclosures. Undelivered letters containing ordi- 
nary correspondence are returned when the 
writer's identity can be ascertained. 

Special Delivery 

A special delivery stamp, in addition to the 
lawful postage, secures the immediate delivery 
of any piece of mail matter at any United States 
post-office within the letter carrier limits of free 
delivery offices, and within a one-mile limit of any 
other post-office. This can be effected by the use 
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of the special delivery stamp, or by affixing ten 
cents additional postage, with the words " special 
delivery." 

Hours of delivery are from 7 A. m. to 11 p. m. 
at all free delivery offices, and from 7 a. m. to 
7 P. m. at all other offices, or until after the 
arrival of the last mail at night, provided that is 
not later than 9 p. m. Special delivery mail 
must be delivered on Sundays as well as on 
other days, if the post-office is open on Sundays. 

If special delivery matter fails of delivery be- 
cause there is no person at the place of address to 
receive it, the matter is returned to the post-office 
and delivered in the ordinary mail. 

Special delivery matter may be forwarded, but 
is not entitled to special delivery at the second 
office of address unless forwarded on a general 
forwarding request before attempt at delivery 
has been made at the post-office of original ad- 
dress. 

Rural letter carriers are required to deliver 
special delivery mail to the residences of patrons 
of their routes, if thev live within one mile of 
such routes. Special delivery matter, addressed 
to patrons of rural free delivery who reside more 
than one mile from the routes, will be placed in 
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the box of the addressee in the same manner as 
ordinary mail. 

A special delivery stamp does not give to a 
piece of mail matter any security other than that 
given to ordinary mail matter. 

The Registry System. — Registered mails reach 
every post-office in the world. The system in- 
sures safe transit and correct delivery. 

In case of loss, the sender or owner of a regis- 
tered parcel, prepaid at the letter rate of postage, 
two cents per ounce, mailed at and addressed to 
a United States post-office, is indemnified for its 
value up to twenty -five dollars. 

When one desires to have valuable letters and 
parcels delivered without fail and have the evi- 
dence thereof, the best way is by registered mail. 

The fee for registry is ten cents for each 
separate letter or parcel, in addition to the post- 
age, both to be fully prepaid with postage stamps 
attached to the letter or parcel. The fee is the 
same on foreign and domestic mail. 

Any piece of mail matter may be registered 
at any post-office or station thereof and by any 
rural free delivery carrier. In residential dis- 
tricts of cities, letters and packages of first-class 
matter that are not cumbersome on account of 
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size, shape, or weight, can be registered by letter 
carriers at the house door as safely as if brought 
to the post-office. 

The advantages of registering mail are many. 
In the first place one gets a receipt for every 
piece registered. A second receipt from addressee 
is sent to sender without extra charge. It gives 
one evidence in case of dispute as to delivery. 
A return receipt does not come from any reg- 
istered matter, however, unless the words " Re- 
turn receipt demanded " are written or stamped 
across the face of the letter or parcel. 

In case of loss, application for indemnity is 
made to the postmaster at the office where the 
piece was mailed. 

Registered mail can be restricted in delivery to 
addressee only by indorsing upon the envelope or 
wrapper the words " Deliver to addressee only." 
Unknown persons applying for registered mail 
must prove identity. 

There is no additional registry fee charged for 
forwarding or returning registered matter. 

Postal Money Orders 

The primary object of the Postal Money Order 
System is to offer to the public a safe, cheap and 
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convenient method of making remittances by mail. 
At all of the larger post-offices, those of the first, 
second and third classes, and at many of the 
smaller ones, International money orders may 
also be obtained payable in almost any part of 
the world reached by the mails. 

Fees. — For domestic money orders the charge 
is from three cents to thirty cents, in addition to 
the amount of the order, the same rates applying 
to orders payable in Canada, Cuba, Newfound- 
land, Barbados, certain islands in the West Indies, 
the Philippines, and Tutuila, Samoa, and the 
United States postal agency at Shanghai (China). 

For foreign money orders when payable in 
Apia, Austria, Belgium, Bolivia, Chile, Costa 
Bica, Denmark, Egypt, Germany, Hong Kong, 
Hungary, Japan, Liberia, Luxemburg, Mexico, 
Netherlands, New Zealand, Norway, Orange Biver 
Colony, Peru, Portugal, Sweden, Switzerland and 
Transvaal the rate is from eight cents to fifty 
cents. In other countries from ten cents to $1.00. 

No single order will be delivered for more than 
$100.00. If a larger sum is to be sent additional 
orders may be obtained. 

In the matter of indorsement. — More than one 
indorsement on a money order is prohibited by 
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law. One or more additional names, however, 
may be written upon the back of orders for pur- 
pose of identification of payee, or guaranty of 
genuineness of signature of the payee or indorsee. 
But if the holder is the second or any subsequent 
indorsee, to obtain the amount he must surrender 
the order and make application for a duplicate or 
a warrant to be issued in place thereof by the 
Department. The stamp impressions which banks 
ordinarily place upon money orders left with or 
sent to them for collection are not regarded as in- 
dorsements transferring ownership of the orders 
or within the meaning of the statute which pro- 
hibits more than one indorsement. 
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BUSINESS FORMS 

The wide-spread habit of sending remittances 
through the mail in the form of currency and 
stamps (except for very small amounts) is to be 
deplored. It is the cause of thousands of dollars 
loss annually. Not only is it unsafe to send en- 
closures in this form, but it affords no security 
to the sender, as it gives him no evidence of re- 
ceipt. 

In the chapter on the postal service the two 
methods of sending money, namely, by registered 
letter and postal money order, were noted. There 
is in addition the express money order, the bill of 
exchange or bank draft, the check, both personal 
and certified, the cashier's check and the certificate 
of deposit. 

It is well that brief mention of the forms other 
than registered letter or postal money order 
should be given. 

192 
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The Express Money Order 

This is in many respects similar to a postal 
money order, in that it furnishes evidence of the 
sum of the remittance, but it does not bear evi- 
dence of receipt by the party to whom sent. It 
shows upon the face the name of the remitter and 
must be endorsed by the receiver. As reference 
to the illustration will show, it gives complete in- 
formation as to the transaction. It does not serve 
so well as a receipt by reason of the fact that the 
company keeps the instrument after it has served 
its purpose. 

A coupon receipt is given by the express com- 
pany to the purchaser of an order, which acts to 
protect the sender against loss. The natural 
course for a purchaser is to enclose the order in a 
letter to a correspondent advising of the remit- 
tance, the sender keeping the coupon receipt, at 
least until the receipt of the order is acknowledged. 

The Bank Draft 

The office of the draft is to collect for the 
drawer from the drawee, residing in another 
place, money to which the former may be en- 
titled, either on account of balances due or ad- 
rances upon consignment ; and although they 
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may sometimes be used for raising money (as is a 
bill of exchange), that is not the necessary or or- 
dinary purpose for which they are employed. 

A bank draft may, by the method of drawing 
it, be made to serve as a receipt. To do this the 
remitter will have it drawn to his order ; he then 
endorses it payable to the person who is to receive 
the money. When the receiver takes it to his 
bank for cashing he must endorse the draft ; it is 
then returned to the bank of issue and becomes 
then open to the remitter as a receipt. This is the 
proper way to draw a draft where it is to be used 
for purpose of receipt. It gives a complete record 
of the transaction. 

As a general means of getting a receipt it is 
rather cumbersome and expensive. This form of 
payment is known under the name of a bill of ex- 
change, also. A bill of exchange is a written 
order from one person to another directing the 
person to whom it is addressed to pay a third per- 
son a certain sum of money therein named. A 
foreign bill of exchange, by reason of the risk in- 
volved in sending it across the ocean, is written 
in triplicate with a provision expressed in the 
draft that upon payment of any one of the three 
he others become void. 
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Peesonal Check 
A check is a written order or request, addressed 
to a bank or persons carrying on the business of 
banking, by a party having money in their hands, 
desiring them to pay, on presentation, to a person 
therein named, or bearer, or to such person, or 
order, a specified sum of money. One of the 
principal differences between a check and a bank 
draft for instance is that the check, being issued 
by an individual, carries with it only the personal 
security of the individual's credit, while the bank 
draft has back of it the credit and reputation of 
the particular institution. Then, too, a bank draft 
drawn upon a bank in a well-known financial 
centre, circulates freely without cost of exchange. 
It is also preferred when a remittance is to be 
sent any great distance. 

In drawing checks on banks located in other 
than large financial centres such as New. York, 
Philadelphia or Chicago, the individual is com- 
pelled to pay a small collection charge, if he 
wishes to send the check any distance for paying 
an obligation. The New York Clearing House, 
for instance, has ruled that all members of the 
Clearing House Association, as well as all banks 
making settlements through them, shall charge 
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from one-tenth to one-fourth of one per cent, for 
cashing and collecting any check or draft drawn 
on an outside bank. Hence, in making use of 
personal checks the matter of collection charges 
assumes great importance. 

Of course the check is a much more convenient 
form of exchange and is really just as safe as a 
draft. It is complete, in that it bears upon its 
face the amount and name of the payee or re- 
ceiver, and the signature of the remitter or drawer. 
When it is returned it bears the signature by en- 
dorsement of the receiver and becomes therefore 
a receipt. One should exercise great care not to 
draw a check to bearer or by blank endorsement, 
for if it should get into the hands of a dishonest 
person he would have little difficulty in having it 
negotiated. It is always best to specify the payee. 

A certified check is a personal check with the 
word " good " or " certified " stamped or written 
across the face, dated and signed by the cashier 
or paying teller (usually the cashier), showing 
that the bank holds sufficient money to cover the 
amount of the check. This act increases the 
negotiability of the check because of the assurance 
of its value, particularly where the check is sent 
to a stranger. ' 
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A cashier's check is one drawn by a cashier 
upon his own bank. It is equally valued as a 
medium of exchange, with the draft or certified 
check. It is more largely used in large financial 
centres by banks than the draft. It enables the 
bank to issue and redeem its own exchange. 

A Certificate of Deposit— This is a receipt is- 
sued by a bank when a person deposits a given 
amount, it being his purpose not to check out the 
account. It can be negotiated by endorsement 
and is occasionally used as a form of remittance. 

The Receipt. — In ordinary business trans- 
actions where a payment is made and receipt re- 
quested, the following is the usual form : 

The promissory note is a written promise to pay 
a certain sum of money, at a future time, uncon- 
ditionally. It is drawn in favor of the payee and 
thus bears evidence that he is the owner of it ; 
and until he writes his name on the back thereof, 
it is not negotiable, and a purchaser would take it 
at his risk. 

Two Party Draft 

It is a general custom among mercantile houses 
in cases of an account either just due or overdue 
to notify the debtor to remit before a certain date 
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or draft will be made upon him. In case of non- 
remittance at the specified date, the creditor 
makes out a draft, payable to himself, on the 
debtor, and deposits draft in bank. The bank 
sends the draft to its correspondent in the debtor's 
city and the draft is presented for payment. The 
amount is paid to the correspondent bank, and the 

■ drawer's bank is notified of payment, and enters 
the remittance to the credit of the drawer, which 
closes the transaction. There arfc, of course, cases 
in which payment of draft is refused, and draft is 
returned to the creditor. In almost all cases 
banks handle collections of this kind without 
charge when payment is made, but have a stipu- 
lated amount which is charged for each draft re- 
turned unpaid. A draft is the written order of 
one party upon a second, requesting the payment 
of a sum of money to a third. The primary ob- 
ject of the draft is to avoid the risk, inconvenience, 
and expense incident to transmitting money from 
place to place. 

Thus Daniel D'Oro of Yonkers, K Y., owes 
$2,500 to John Case of Williamsport, Pa., and 

• Henry Drummond owes $2,500, or more, to Daniel 
D'Oro of Yonkers, N. Y. It will be readily 
seen that the payment of $2,500 by Drummond 
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